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ABSTRACT 



The Department of Housing and Urban Development has 



developed its Community 2020 software to make it possible to depict 
graphically a community’s housing resources, demographics, and level of 
economic development to use in community development activities and other 
planning processes. The combination of region- wide data and easy-to-use 
software provides everything community leaders need to participate in 
neighborhood revitalization and community redevelopment. This manual explains 
how to get started using the software and how to use it to map community 
characteristics, define grantee activities, identify resources, and propose 
additional projects. The software can help analyze a community's demographics 
and can be used to prepare a consolidated plan for development or change and 
to print maps of aspects of the area. Appendixes contain a description of 
regional geographic files and an answer sheet for exercises in the text. An 
attachment introduces the software. (SLD) 
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Informing Citizens, Connecting to Government 

Community 2020™ HUD Community 
Planning Software Version 2.0 provides 
powerful new planning and communication 
tools that help citizens participate in housing 
and community development activities. 
Developed by the United States Department 
of Housing and Urban Development (HUD) 
and Caliper Corporation, Community 2020 
describes the location, type, and performance 
of HUD -funded activities in your 
neighborhood, city, state, or region. 



• Display maps showing population 
characteristics, housing conditions, 
economic indicators, HUD activities, 
and more. 

• Review HUD activity descriptions, 
funding information, and annual 
performance data 

• Create HUD activity databases for your 
neighborhood, city, and beyond 

• Define your own projects and pinpoint 
their location on maps 




Community 2020 is a special edition of 
Maptitude Geographic Information System 
(GIS) for Windows, Caliper Corporation’s 
award-winning desktop mapping software. 
Designed to help novice users access the 
power of GIS, Community 2020 makes it 
easy to access HUD program information. 
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If you can imagine the questions, Community 
2020 can provide the answers. The powerful 
combination of region-wide data and easy- 
to-use software provides everything you 
need to participate in neighborhood 
revitalization and community redevelopment. 
Community 2020 lets you: 



Community 2020 data sets are 
conveniently packaged by region on CD- 
ROM. HUD-funded activities are 
described for one or more program years. 
These data describe community 
development programs, FHA single-family 
and multi-family housing programs, public 
housing programs. Empowerment Zones 
and Enterprise Communities, and many of 
HUD’s competitive programs. Program 
data provide detailed descriptions of 
activities including funding sources, 
performance indicators, building and 
tenant characteristics, and activity 
locations. . 



WHAT'S NEW IN 
COMMUNITY 2020 
VERSION 2.0: 

■ More HUD 

' program data 

■ Program data 
spanning 
multiple years 

■ HUD Program 
Performance 
Data 

■ Data Updates 

■ Demographic 
Estimates and 
Projections 

■ HUD Query 
Builder 

■ Enhanced HUD 
Map Library 

■ New Forms, 
Maps, and 
Reports 

THE COMMUNITY 
2020 DATA 
LIBRARY: 

■ U.S. Streets and 
Highways 

■ Cities, Towns, 
States, and 
Counties 

■ Detailed Census 
Data Down to the 
Tract and Block 
Group Level 

■ Congressional 
Districts 

■ 5-Digit ZIP 
Codes 

■ Community 
Development 
Entitlement 
Programs 

■ Empowerment 
Zones and 
Enterprise 
Communities 

■ HUD Competitive 
Programs 

■ Public Housing 
Data 

■ FHA Single- and 
Multi-Family 
Housing 
Programs 

■ Public Housing 

■ And More! 
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Regional geographic data sets include census 
tracts and block groups, street-level 
geography, and a variety of cartographic data 
sets such as highways, landmarks, water 
areas and more. Community 2020 also 
includes regional demographic data from 
the 1990 census of population and housing, 
plus demographic estimates for 1997, and 
demographic projections for 2002 and 2007. 
Demographic data are provided for a range 
of census boundaries from counties to block 
groups. 




First, choose the yeors, programs, ond octivity types of 
interest to you. The HUD Query Builder finds oil of the 
octivities thot meet your criterio... 




...then use the HUD Query Builder tools to view the 
descriptions ond locotions of those octivities. 



Ask and Answer Questions 

The HUD Query Builder unlocks HUD 
program data packaged with Community 
2020. Simply define your area of interest 
and select HUD programs and activities for 
one or more years. Community 2020 
generates a list of activities that meet your 
search criteria and provides access to a series 
of tools that let you: 



DATA UPDATE 

HUD program data 
will be regularly 
updated via CD- 
ROM. HUD will 
also provide 
monthly program 
data updates from 
the HUD web page 
(vmw.hud.gov). 



• Sort activities by program and activity type 

• Display detailed activity descriptions and 
funding information 

• Map activities using symbols to show 
funding source or activity type 

• Report funding information and HUD 
insurance and loan guarantees 

• Export activities to a new geographic file 
for use in your own maps 



The Easy Way To Make Maps 

Making maps is easy using the HUD Map 
Library. Available directly from the Program 
CD, the HUD Map Library provides access 
to over 100 beautiful maps that illustrate 
population, ethnicity, housing, income, and 
HUD program data. Thematic maps and 
activity maps can be created for a specific 
year. Use the Map Library to choose a map 
and year for the area you wish to display, and 
Community 2020 generates a colorful map. 

Each map is a window that opens anywhere 
in your region. You can zoom-in to see your 
neighborhood, display your city, county, or 
state, and use the HUD Info tool to reveal 
underlying information about activities in 
your area of interest. 

Put Yaur Own Data an the Map 

A growing world of data is available to 
citizens. Community 2020 can read dBASE 
files, text files, and other common data 
sources directly, and it can access data 
sources including Oracle, Access, and many 
others. You can import data, locate records, 
and expand the HUD Map Library using 
your own information. 

You can create your own project data and 
locate proposed project sites on a map. 

Simply create a project description with the 
easy-to-use forifi, then put your project on 
the map by entering a street address or a 
census tract and block group number, or by ■ 
pointing and clicking on the map. 

Send Us Yaur Order 

Community 2020 runs under Windows 
3.11, Windows 95, and Windows NT 3.5 
and 4.0. It requires an 80486 or Pentium- 
based computer equipped with a minimum 
of 12MB of RAM and a CD-ROM drive. 

Community 2020 is packaged for one of 
four regions of the United States. You can 
choose one region for $249, or choose the 
deluxe edition that includes all four regions 
for $299. To order, call 800-998-9999. Ask 
for Product Sales. 





Community 2020 and 'Tlte POWER to Connect People* are trademarics of the U.S. Department of Mousing and Urban Development. Caliper, Maptitude, and MapWizard are registered trademarks of Caliper Corporation. 
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Community 2020 
comes in four 
regional editions. 
The States that 
comprise each 
region are: 

EASTERN: 

Connecticut 
Delaware 
Maine 
Maryland 
Massachusetts 
New Hampshire 
New Jersey 
New York 
Pennsylvania 
Puerto Rico 
Rhode Island 
Vermont 
Virginia 

Washington DC 
West Virginia 

SOUTHERN: 

Alabama 
i Arkansas 
! Florida 
I Georgia 
! Kentucky 
! Louisiana 
! Mississippi 
' North Carolina 
^ Oklahoma 
; South Carolina 
i Tennessee 
I Texas 

CENTRAL: 

Illinois 

Indiana 

Iowa 

Kansas 

^Michigan 

Minnesota 
Missouri 
Nebraska 
North Dakota 
Ohio 

South Dakota 
Wisconsin 

WESTERN: 

Alaska 
Arizona 
California 
Colorado 
I Hawaii 
I Idaho 
: Montana 
i Nevada 
' New Mexico 
{ Oregon 
i Utah 
j Washington 
j Wyoming 
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Introduction 

Congratulations! You’re about to explore HUD’s latest tool for developing 
solutions to problems in your community. With this software, you can view 
maps that graphically depict your community’s housing resources, 
demographics, and level of economic development — but that’s just the 
beginning. As you become more familiar with the software, you’ll learn how to 
create customized maps, how to create persuasive graphics and presentations, 
and even how to create maps using information you’ve collected about your 
own community. 

Before You Begin 

If you are preparing to be a trainer or to do the exercises in this manual on your 
own, we ask that you read this chapter completely before you begin. You may 
then start your work with Chapter Two, “What Does My Community Look 
Like?”. Chapter 2 covers essential mapping tools and techniques that will be 
used in the other chapters. 

The software can be used with either Microsoft Windows^”^ 3.x or Windows 
95^^ operating systems. Before you use the software, you should be familiar 
with Windows. If you are not, or if your skills are a bit rusty, you should take 
the time to brush up on Windows first. 

Before you make any set of maps, you will want to create a space on your hard 
drive to store them all together, along with any data sets and documents that 
are specific to that effort. To keep a record and save your work when you 
perform the exercises in this manual, use the following steps to create a folder 
or directory titled, “My Data” : 

For Windows 95 Users: 

1. “Right-click” the Start button and select Explore. The Explorer 
window will open to display your system’s files. 

2. Select the C: drive as the working folder in the main menu bar (as 
shown on next page). Choose File - New Folder. A new folder 
appears on the right side of the explorer window. Type the name of 
the new folder, either “My_Data” or “my -data”. 



n This Chapter 



Introduction I- 1 

Before You Begin 1-1 

Training Manual Conventions 1-3 
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Introduction 



TIP 

Users with slower computers 
should take note of the 
following ways to speed up 
your map making: 

Hide or drop all unnecessary 
layers with the Map Layers 
dialog box. Click on the Map 

Layers tool & in the main 
menu tool bar. Highlight 
unnecessary layers and click 
the Hide button or the Drop 
button (refer to page 2-20). 

Stop the computer from 
redrawing the entire map. 
After every change you 
make, the computer redraws 
your map, which can be very 
time consuming. To stop 
this, hit the ESC key to end 
map drawing, and then make 
any additional changes you 
wish to make. 



(NOTE: If a previous user has already created the My_Data folder, you 
need to delete the files contained within it. In Explorer, highlight and 
double click the My_Data icon to view the contents of the folder. 
Highlight all of the files within My_Data by SHIFT-clicking the first and 
last file. Click on the right mouse button and select delete. Verify this 
deletion.) 





Exploring - CA 














Click on Working Folder ^ 


(C:) V; 




IM 








Select C drive 


j .^ Desktop ijM 






^ My Computer 
3^^ Floppy (A:) 






Click File-New Folder 


1 

I west HD:'! 







Windows 3.x Users: 

1. Open the File Manager. The File Manager window will open to 
display your system’s files. 

2. Make sure your hard drive, C:\ , is highlighted, and choose File - 
Create Directory. The Create Directory dialog box appears. 

3. Type the name of the new folder, either “My_Data” or “my -data”, and 
click OK. The new folder appears on the right side of the File 
Manager window. 



(NOTE: If a previous user has already created the My_Data directory, you 
need to delete the files contained within it. In File Manager, highlight and 
double click the My_Data icon to view the contents of the folder. 

Highlight all of the files within My Data by SHIFT-clicking the first and 
last file. Select File-Delete. Verify this deletion.) 
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Introduction 



Training Manuai Conventions 

Trainers and users may want to familiarize themselves with the conventions, 
outlined below, that are followed in this manual. 

Chapter Organization 

The first page of each chapter contains: 

• An “Introduction” providing an overview of the chapter 

• A Problem Statement that describes a real world scenario a student 
might use the software to help solve. 

• A subsection of learning objectives, entitled “What You Will Learn in 
Chapter X” 

• A subsection entitled “Requirements,” that outlines the prerequisites, if 
any, for the chapter 

• A subsection entitled “In This Chapter,” listing the chapter exercises and 
page numbers. 

• A “Chapter Sununary Questions” section at the end of each chapter to test 
the student on the material covered. 

Exercise Organization 

The first page of each exercise contains: 

• An “Introduction” that provides an overview of the exercise and (if space 
permits), an illustration of the final result of the exercise. 

• A subsection of learning objectives, entitled “What You Will Learn in 
Exercise X,” 

The first exercise begins on the second page of the exercise section and a 
“Wrapping Up” subsection at the end of the exercise summarizes what the 
trainee has learned. 

Exercise Steps 

• Steps are organized under subheadings that group steps into functional 
operations. 

Example: “Adding the Block Group Layer to the Study Area” 

• Subheadings are followed, where necessary, by brief explanatory text to 
provide context for the steps. 

Example: “In the next few steps you’ll add a map layer that contains 
demographic information.” 

• Steps are numbered and typically begin with an action verb such as 
“Choose” or “Select.” 

Example: “Choose Map-Layers from the main menu...” 
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Introduction 



• Steps instructing a menu selection indicate the selection in bold italics. A 
graphic of the button or icon alternative to the menu selection is sometimes 
included in the text of the step. 



Example: “Ch oose M ap-Layers from the main menu or click the Map 
Layers button on the main tool bar.” 



In this case the student is being instructed to click the “Map” menu option, 
then select the menu item labeled “Layers.” 



• In early chapters, a picture of the dialog box or window typically follows 
the instructional text. In later chapters fewer pictures are provided. 



• Text identifying or explaining the change that appears on screen follows 
the instructional graphic, where appropriate. Then a screenshot of the 
change usually follows. 

Example: The text, “Your map window should now resemble the 
illustration below:” precedes an illustration of the changed map window. 



Call-Outs 

Steps may include a series of smaller actions provided for in “call-outs” next to 
the interface element (e g., an illustration of a dialog box). Call-outs are text 
instructions with lines pointing, for example, to a button to click. 



• Call-out actions are not numbered but are executed normally from top to 
bottom in the illustration. 

If a specific sequence of actions is important, this is noted in the text of the 
step. 

Example: “To locate this file, make the selections indicated in the 
illustration below, in this order : choose the drive containing the software’s 
files, then the folder (ccdata), the file type (geographic), and the file 
(ccbg.cdf). Then click OK.” 

• Call-outs are shown in bold or “regular” text. 

Bold call-outs indicate an action that is to be taken by the student. 
Example: “Click OK.” 

Regular text is reference or instructional information that does not require 
action. 

Example: “Block boundaries split into two areas, with new boundaries between 
them.” 
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Types of Graphics 

There are three types of graphics used in the Training Manual: 

• Graphics in the text of a step, such as a “button” to be clicked (see above), 

• Graphics with call-outs and explanations involving windows and buttons. 
The call-outs are usually bold, indicating that an action should be taken, 

• Graphics representing results-of-actions, for example, a map window 
showing the effects of the previous action. 




# 
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What Does My Community 
Look Like? 



REQUIREMENTS FOR 

CHAPTER 2 

The exercises in this 
chapter assume that you 
have a working familiarity 
with Windows 95 or 
Windows 3.x, and that the 
software is already 
installed on your 
computer. 



Introduction 

Defining a community and examining its makeup are often the first steps in 
addressing community problems. With this software, as in the real world, you can 
define your community in a number of ways — from traditional geopolitical 
boundaries to ethnic groupings. And once you have defined your community, the 
software allows you to examine its social, demographic and other characteristics. 

Problem Statement 

You are the chairperson of a non-profit organization scheduled to lead a group 
discussion focusing on a neighborhood in your city. You have just received a new 
GIS software package. Community 2020, and want to incorporate visual aids 
highlighting social, economic, and demographic characteristics of the community 
into your presentation. How do you get started? 



What You Will Learn in Chapter 2 

This chapter presents essential tools and concepts that will serve as the foundation 

for exercises in the following chapters. 

• In Exercise 1 you’ll learn how to find your community, how to zoom, change 
map views, and “mark” those views for later use. 

• In Exercise 2 you’ll explore the Map Library. The Map Library contains 
dozens of pre-designed maps showing geographic, demographic, HUD project 
and other information. 

• In Exercise 3 you’ll learn about map layers, the key to displaying community 
information on your maps. 

• In Exercise 4 you’ll learn how to custom-define your own community 
boundaries and create a new map layer to highlight them on any other map. 
Then, you’ll create a “marker” of the location, and add the new map of your 
community to the Map Library. 




ERIC 



In This Chapter 



Introduction 2-1 

Exercise 1: Viewing Your Community 2-2 

Exercise 2: Using the Map Library 2-10 

Exercise 3: Layering Information on Your Community Map 2-15 

Exercise 4: Defining Your Own Community Boundary 2-24 
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Exercise 1: 



Viewing Your Community 



Introduction 

The software makes it easy to find your community and display it in an on- 
screen map. Easy-to-use tools allow you to change map locations (map-center 
and zoom-level) to see different regions and in more or less detail. You can even 
save these locations in a handy list of “markers.” Simply clicking on a marker 
“zooms” the map to the new location. 

Once you’ve found your community, you can zoom in and out at any time, or 
“pan” to view a different center location within the map window. 




What You Will Learn in Exercise 1 

This exercise will guide you through the process of locating your community. 
Using a neighborhood in the city of Baltimore, Maryland as an example, you’ll 
learn how to: 

• Use “markers” to change the view of a map. 

• Reset your default markers. 

• Find and display your community on a map. 

• Zoom to views of your community at different scales. 

• “Pan” your view to a different location. 
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Exerdse 1: Viewing Your Community 




Steps 



FYI 

The HUD - Toolbox command shows and 
hides the following tools: 



F^iblic Housing Data 

HUD Programs 

Grantee Data 

State/Small Cities Data 
N]ap Library 

Markers 




Add Project Location 
Set-up 



On-line Help 

User Projects 



EZEC Locator 



Opening a Map with a Marker 

A “marker” is a map view setting of location and scale (magnification) for 
any map. The software allows you to save markers and give them names, 
such as “My Neighborhood.” Once you have saved a marker, you can 
simply select it from a list to automatically change your view of the map to 
the marker’s location and magnification - regardless of the map you are 
viewing. 

Since choosing a marker changes the map view, you must have a map open 
in order to use a m^ker. However, you can open a map and choose a marker 
at the same time when you open maps in the Map Library (you’ll learn more 
about the Map Library in Exercise 2). 



1 . Choose HUD-Map Library or click the Map Library button 
main menu (see FYI at left). 



on the 



The Map Library dialog box is displayed. The dialog box includes a list of 
markers. You can select any marker (and therefore any map location and 
zoom-level) when opening any map file. 



2. Make the selections indicated in the illustration below. (If your Map 
Library dialog box does not include “Baltimore MD” under “Choose the 
Location to Display,” choose a different “Location to Display.” ) 




Click OK 



fe. ttR ■ ■ ll ^ I i COTcei 




The Census Boundaries map is displayed (see illustration in Introduction, 
previous page). This pre-designed map shows county lines, highways, 
bodies of water, census tract boundaries and census place boundaries. 
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Exerdse 1 : Viewing Your Community 



TIP 

Remember, you can view a 
marker location any time, 
regardless of the map being 
displayed, if the marker is 
within your CD-ROM’s 
region. For example, while 
viewing a map of 
Philadelphia with the 
Eastern Region CD-ROM, 
you could use a marker of 
Baltimore, but not San 
Francisco. 



Setting the Home and Default Markers 



Default markers are set when you install the software, and the “main” 
default marker is your home marker. You can change your home marker and 
add additional markers at any time. 

Now that you have the Census Boundaries map open, let’s reset the home 
marker to a new location: 



3. 



Choose HUD - Markers, or click the Markers tool 
FYI, previous page). 



button 




(see 



4. The Marker Locations dialog box appears, showing any markers previously 
entered, such as when the program was installed. Click the Defaults 
button. 




Click Defaull 



5. The Set Default Markers dialog box appears. Click the Set Home Marker 
button. If a home marker has already been set, the Set Home Marker button 
will read Reset Home Markers instead. 




Click Set Home Marker or- 
Reset Home Marker, 
whichever is displayed 



The Find dialog box appears. The Find dialog box allows you to locate a 
position anywhere in the country and to change your map view to show that 
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Exerdse 1 : Viewing Your Community 



TIP 

You can use the Find 
feature any time a map is 
open - not just when 
setting the default markers. 
Click the Find Q button 
on the main toolbar to 
display the Find dialog box 
(shown at right). 

Make a selection in the 
dialog box, click OK, and 
the map view in your 
active map window will 
change to the location you 
indicated. 

(Note: you may have to 
change the map scale in 
order to make the desired 
map features visible.) 



location. You can find a location based on its city, street address, ZIP code, 
or several other options, including landmarks, HUD projects, or other map 
features. 



6. In our example, you’ll enter a ZIP code that will be the center of your 
marker location: 



Choose ZIP Code 



Enter 21217 



aickOK 






CAddnm C Stoto ZIP Coda 


iC 


-oir-| 


CCosptby faatura 


'fi 


Cancel | 


r^Coonlf CLaiMhMik 






, y tir I«0I1B — 






ZIP Coda \WS 

■ i ■ 





7. You return to the Set Default Markers dialog box. Click OK in the Set 
Default Markers dialog box. 



COckOK 
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8. The Select Default Markers dialog box appears. All options are checked by 
default (if they are not checked, check them all now). The seven map views 
listed as Default Markers will appear in your Markers list. Click OK to 
accept these defaults. 



Make sure all 
boxes are 
checked 



Click OK 



elect Oeldull MdiKui^i 



m 



' Selsct fitiicli Marfcefs to InofaidB - 



F7 Local Neighborhood - one aete around map center 
^Townc/Ciliet 



P'Counltef 



17 ConipeMional Ditbiota 



^ISlalet 




DK [ Cancel 



The Marker Locations dialog box ap pears 
appears when you click the Markers 



. This is the same dialog box that 
button in the HUD tool box. 



Giving Your Marker a Name 

Options in this dialog box include adding and “dropping"' markers, changing 
the order in which the markers are listed (“Move Up” and “Move Down”), 
and renaming markers. You'll rename a marker next. 



9. In this dialog box, choose **Home Marker Window’’ and click Rename. 



Choose Home Marker 
Window 

Click Rename 



Mnikor l.oCfitions 



Mafkcfc 






flome Haikei Neighbofhood 


^ Rename... | 




Baltimore 
Baltimore Region 


! Add... 






Baltimore HD 


^ Drofk.. 






daijtland ^ 








MD District 7 


'1 Movo Up 






Entire Region 

y 


j Move Down 






— - 





Zoom 



|j^aulti..7| i Ctote ’ | 



?0 
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10. The Rename Marker dialog box is displayed: 



Rename Maikei 



Enter My Neighbortmd as 
the new name 

ClIckOK 



OMN 



H- 



Maifcer Window 



J 



OK 



New N 



My neightrarhood 



Cam»t { 



1 1 . The new name is saved and you return to the Marker Locations dialog box 
(shown in Step 9 above). Click the Zoom button in the Marker Locations 
dialog box. 

Your map is now centered on the map feature (in this case, zip code 21217) 
that you entered in Step 6: 





12. Click the Close button of the Marker Locations dialog box. Your Home 
Marker is now automatically saved. 
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Exerdse 1: Viewing Your Community 



To zoom-in to twice 
the magnification, 
click once with the 
Zoom In tool 



To zoom-out to half- 
magnification, click 
once with the Zoom 
Out tool 




© li 




To move your map 

within the map 
window, dick-and- 
drag with the Pan 
toor 



Click and hold down the 

mouse button... 




. . .and drag a rectangle 

around the area you wish 
to magnify 



Testing Your Marker 

Now let* s try out the Markers you just created. 



1 3. Close any open maps with File -Close All from the main menu. Click the 



Map Library button in the HUD tool box. Select My 
Neighborhood as the location to display, then choose a category and map 
that you haven’t already viewed. Click OK. 



The map you selected will appear, centered on the same geographic location 
and at the same scale as your My Neighborhood marker, but showing 
different layers of map information. 



Using the Pan and Zoom Tools 

Recall that each of your markers represents a particular location and 
magnification of a map view. But markers are not the only way to change a 
map’s location and magnification. You can also use the Pan tool to move the 
map around within the map window, and you can zoom in or out on a new 
location with the Zoom tools on the main toolbox. (See illustration at left.) 
The Pan and Zoom tools are useful for making frequent, small or temporary 
changes of map view in the vicinity of a marker. 






The Pan tool is very simple to use: select itlL^J in the Maptitude tool box 
(see illustration at left), click-and-drag on an open map, and your map will 
slide with your mouse movement within the map window. Release the 
mouse button and your map will redraw. 

The zoom tools have two methods of operation: 



The “single-click” method: 



• To view an area in more detail, click the Zoom In button 



.The 



mouse pointer will change to cross-hairs. Now click anywhere on the 
map. The map will appear at twice the previous magnification, centered 
on the location of your mouse-click. 



To see a larger area on your screen, click the Zoom Out button 
Click anywhere on the map. The map will appear at half the previous 
magnification, centered on the location of your mouse-click. 



The “click-and-drag” method (Zoom In tool only): 

• Choose the Zoom In tool. Click-and-drag the mouse across a map 
area. A rectangular dotted outline will extend between your first click 
point and the current mouse pointer position. When you release the 
mouse button, the view will zoom-in, filling the map window with the 
map area that you outlined. 
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Exerdse 1; Viewing Your Community 




Wrapping Up 



You’ve now learned the essentials of viewing maps: you’ve used the Markers 
tool and Find dialog box, you’ve created and used markers, and you’ve used the 
Zoom and Pan tools to change the location and magnification of your map view. 

In later exercises, you’ll use all of these tools frequently. In the Exercise 2, 
you’ll use markers as you learn about the Map Library. And in Exercise 4, you’ll 
create a marker for a map you’ll create yourself. 




23 ' 



aCommunity 2020 Training Manual 



2-9 



Exercise 2: 



Using the Map Library 



Introduction 



FYI 

Unlike the paper maps you 
are used to, any map in the 
Map Library can show 
information for any location 
on your regional CD-ROM. 
Map files and markers are 
independent. 

This is a key concept: 

• When you open a map in 
the Map Library, the 
marker location you 
choose determines the 
center point and scale. 

• The map file you choose 
determines the map's 
“layers” and how the 
information is graphically 
presented. 



The software provides dozens of pre -designed maps in a Map Library. Each map 
in the Map Library displays a combination of geographic, census, HUD project, 
infrastructure or other information. While you can’t change or delete the maps in 
the Map Library, you can make new maps based on maps in the Library, and 
make new ones “from scratch.” 

To make your own maps, you’ll often begin by finding the Map Library map that 
already closely matches your needs. Then you’ll modify it to make it suit your 
needs precisely. You can even store your customized maps in the Map Library 
for later use. 

For this approach, familiarity with the Map Library collection is essential. 




What You will Learn in Exercise 2 

This exercise guides you through the process of accessing the Map Library with 

six different sample maps. 

Exercise 2 will help you become familiar with: 

• The variety of map types (general purpose, HUD, economic, etc.) available 
through the Map Library 

• The variety of map themes (color and pattern themes, charts, etc.) used to 
communicate map information. 

• The patterns in your community that become evident through side-by-side 
comparisons of different maps of the same location. 
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Exercise 2: Using the Map Library 




Steps 



In this exercise you’ll use the “My Neighborhood” marker, which you created in 
Exercise 1, as a starting point. Then you’ll repeat steps a) through c) on the next 
two pages, to view the same location through six different Map Library maps. 



Opening the Map Library 



1 . 



Choose HUD - Map Library^ or click the Map Library button 
the HUD tool box. 




in 



The Map Library dialog box will appear. The default markers you set in 
Exercise 1 should appear in the upper pane of the Map Library dialog box. 



2. Follow steps a) through c) for each of the six maps indicated on the 
following pages. 
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Exercise 2: Using the Map Library 



To open the first map: 

a) Choose General Purpose Maps 



1 1 (JO Ma|t Liliuiiy 






r Choosp the Locdbon to Display 







My nciiililKiihoud 






Home Marker Net^borKoed 
Baftimore 


n 




Baftimoie Region 
Beftimore HD 


H 




Maryland 


J 




Mn T _ 





Chop— a Map CdteQOf3p- 



Populalion Irtfoinuilion 
Elhnicily Intofmation 
Income Inloimation 
H outing Infoiroation 




Censut Boundaiiot 
Slroo) Hap w/ Ldnslt 
Ml Mop Lasnift 






J I Content . | j Caitcel 



b) Choose Road Map — 
L c)CDckOK 

The map appears on screen: 



To open the second map: 

— a) Choose Ethnicity Infoimation 



To open the third map: 

— a) Choose Housing Information 



HUD Miip Libiruv 



Choote th e Localion to Dbplap 

Home Hatker Nei^borhood 

Banimore 

Banimore Region 

BaRbnore MD 

Maryland 

uiynji^;^s t 

Choota a Map Categaiy - 
My Maps 

Ganaial Purpose Maps 
Population Irdormalion 



[H 



Jhnicity Infotmiilion 



Income Iruorroalion 
Housing I rdoimation 



Choose ttta Map|s| You Want- 



iPercent Minotily Houteholdt 



Pupulatiun hy (Chmt) 



Population by Race |Dols| 
Percent White 
Percent AfricBn-Amertcan 
Percent Asum'American 



LJB 



BgZli i Canteal... 1 i, Cea^ ! 



HUD Mai) Ijtmify 



Choose the Locatbn to Dbplay- 



El 



b) Choose Population by Race 

c) Click OK 

The map appears on screen: 





My ncii|hln)ihuo(i 






Horrui Marker Net^bothood 






Bakimore 


\ 




Ballimore Region 






Bakiroore MD 






Maryland 






Ul> IVM.MUI ^ 




r Choote a Map Categoiy 


^ 




My Maps 


A 




General Purpose Maps 






Population Irdorroalion 


' 




Elhnictty Inlormalion 


1 




Income Information 




— 


Mousirtg IrtlotmalMin 








rr Choose dia Map|t) You WartI • - — 




Ouvner /Renter Occupied 


A 




Pie-1340 Housing (Block) 






Housing Units/Sq. Mi. 






Single v. MuHi Famik^ Housing 






Median Value - Dvmet Occupied 






o«-i 






3 



1 Content.. 



Cancel | 



b) Choose Overcrowded Housing 
<- c)CfickOK 

The map appears on screen: 




This map shows labeled streets, 
county lines, and bodies of water in 
the My Neighborhood marker area. 



This map represents the population 
size in each census tract of My 
Neighborhood as the size of a 
colored pie chart. Proportions of 
population in each census tract, by 
race, are shown as pie wedges. 




Ovaiaowtiod Housing (Tr*d) 

0b3) 

0»b41 
ClUtoftS 

O lOObSO 



Each census tract in My 
Neighborhood is colored differently 
to reflect the degree of housing 
overcrowding. Darker census tracts 
have more overcrowded housing 
conditions. 
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Exercise 2: Using the Map Library 





To open the fourth map: 

a) Choose Income bifomiation 



I 1 1 lap. 



HUD Map Libiaiy 


B| 


{ p Choose Ifaa Location to Display \ 


1 


My neighboihood 




! : 


Homo Mafket Net^boftmod 


7^ 




BaRnKve 


, 




BaRinore Region 






BaRimore HD 






Maiyland 






kin 7 


j 



Pibosfi a Map CaCagocy- 



My Maps 

Genefd Purpose Maps 
Population Inforoiation 
Ethni ci ty Infocnatkin 



Income Information 



Housing Intoioration 



Choose the Mapftl You Want ~ 



Mofian Household Income 


A 


Metfian Fandy Income 








Pkddic Assistance Households 




Households bi Povesly 









It PR II 



r« 



b) Choose LowMod Income.. 

c) ClckOK 



To open the fifth 

— a) Choose Comm. Devel. Maps — a) Choose Population Information 



HUD Map Library 



I pChoose the Location to Display- 



My neighborhood 



Home Marker Ne^borhood 

Bafiinxire 

Baftimore Re^on 

BaRimore MD 

Maryland 

kin nL. 



■Choose a Map Cat^ory- 



Popidatkm Intamation 
Ethrnctty InfmiMilion 
Income Irtfonaalion 
Housing Intormabon 



Community Development Maps 



I p*ub1ic Houstr^ Maps 



Choose the Mai4s| You Want - 



MetiopoStan Coumunaty Ptoiecl Locabons 

THimwHijBiji.iijjiriiiJii.i.ii.i.Lr.iinjj-l 



Metiiqiofitan ( Stale/Sm^ Gties Proiects 
State^mafl Cities Piroiecis fay County 
State/Sobafl Dties Fumfing fay County 
Protects fa Congressional Districts 




ConissSt^ 



b) Choose HUD Projects by Funding 
source 



^c)ClckOK 



HUD Map Library 



Choose the Ldcatioo to Display- 



My neighboihood 


Qll 


Home Marker Ne^borhood 
BaRimore 


1 


BaRimore Re^on 




BaRniore MD 




Maiyland 


■S=* 


un n t 





-Choose a Map Category - 



My Maps 

Beneial Purpose Maps 



Population Informatron 



Ethrec i ty Information 
In come Information 
Housing lidmoation 



'Choose the Mapfs) You Wanl- 



Poputatkni/Sii. ML 
Fam9es/Sg.ML 
HouseholdsySq. Ml 



Female-Headed Households 



ol Popidabon 






fTc^e^-. I if Cawed { 



b) Ch(x>s8 Female4teaded Households ' 
I- c) dckOK 



The map appears on screen; 




The map appears on screen: 













*• . : 

t - 

• . _• • • 


UspliyEs 

^ tCDOasn 

ttt&TjpiflUfl Alfa FtnAg 

• oso 

• C50 

• OK 

. Kno 

■ onca 


• 

. s 

• • • • 



The map appears on screen: 






11 

a 



1 'T'"- 

3 B' , n . 









^ 3 






l.iL 1. 




aHHf«Ch«tb 

«s«bOt«n 




This map shows the low-to-moderate 
income areas as shaded; the 
unlabeled streets provide a visual 
reference. 



This map shows labeled locations of 
HUD projects, with a differently 
colored dot for each HUD funding 
source. Unlabeled streets, county 
lines, and bodies of water provide 
visual references. 



The height of each vertical bar 
(shown for each census tract in My 
Neighborhood) is proportional to the 
number of female-headed 
households. The shaded portion of 
each bar represents the number of 
these households with children under 
18. 
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Exercise 2: Using the Map Library 



Viewing All Six Maps 

When you’ve opened all six of the maps, they will be “stacked” on screen. 
But often it’s useful to view different maps of the same area side-by-side. 
This allows you to quickly compare the demographics and resources in your 
community - say, unemployment and HUD projects - without creating a 
whole new map. 

3. Select Window - Tile as shown in the illustration below. The maps will 
arrange themselves in a 3 x 2 grid. You can now compare all six maps side- 
by-side. (Note: Click on each map and then on the Show or Hide the 
Legend button in the main toolbar if the legends take up too much space.) 



^I'^Uoinniunitv 



' g> E* Map laMciit HUP fiyite MdP 










Wrapping Up 

You’ve just learned the Map Library essentials: how to access, browse, and 
compare maps. You should now have an idea of some of the kinds of maps 
provided in the Map Library, and the different map themes that are used to 
present information. In Exercise 3, you’ll learn how to add your own map to the 
Map Library. We recommend browsing the Map Library to identify other maps 
and map themes that may be especially relevant to your work. 
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Exercise 3 



Layering Community Information on Your Map 



TIP 

There are three types of 
map layers: areas, lines, 
and points (for example, 
states, highways, and 
points of interest 
respectively). 

As a rule of thumb, area 
layers should be positioned 
under line layers, and line 
layers should be under 
point layers, so that one 
layer doesn’t obscure the 
layers beneath. 



Introduction 

As you learned in Exercise 2, what distinguishes one map file (e,g,, “Census 
Boundaries”) from another map file (e.g., “Streets”) is not the location it displays 
but the information shown on the map and how the information is displayed. 
Every map file is simply a collection of “layers” of different kinds of information 
about any location with instructions for displaying the layers. The user can view 
the same map anywhere in the region. 

Mastering the layers concept is essential to getting the most out of your maps. 
There are just four key points to remember: 

• Each layer typically shows just one type of data, such as streets or HUD 
Projects. 

• Multiple layers are superimposed like overhead transparencies. For 
example, counties could be the bottom layer, streets could be the next, then 
highways, and finally points of interest on top — appearing on-screen as a 
single map with a variety of information. The sidebar at left explains how to 
position the layers. 

• Like transparencies, layers in a map file can be rearranged, added or 
dropped, renamed, or hidden. 

• Each layer has graphical attributes that you can change to meet your 
communication goals: (1 ) a theme, such as colored areas, scaled symbols, or 
pie charts; (2) labels, such as highway names or chart labels; and (3) styles, 
such as border width or fill color. 



DEFINITION 

Map theme: 

A graphical style for 
representing map 
information. 

Themes include the use of 
colors or hatch-marks to 
differentiate map areas, dot 
clusters to represent 
population density, or pie- 
charLs to show percentage 
breakdowns by ethnicity or 
income. 



What You will Learn in Exercise 3 

This exercise walks you through the process of selecting layers, making 
modifications to them, and saving your modified map. You’ll learn to; 

• Select the “working” layer and make basic changes within it, such as adding 
labels to map features and changing graphic styles. 

• Hide or show a map’s layers. 

• Save the modified map under a new name. 
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Exercise 3: Layering Information on Your Community Map 



Steps 



Choose HUD - Map Library^ or click the Map Library button 
the HUD tool box. Select the following and click OK: 



m 



Location: My Neighborhood 

Map Category: General Purpose Maps 

Map: Census Boundaries 

The Census Boundaries map is displayed: 




TIP 

You can select the 



‘o inter tool from the 
main toolbox and double- 
click on your map’s legend 
to display a dialog box of 
legend settings. You can 
choose to view the legend 
“attached” to the map, or 
floating in its own separate 
window. 



2. If the legend is not displayed, click the Show or Hide the Legend 1^=^ 
button on the main tool bar (see illustration on next page). Clicking this 
button toggles between showing or hiding the map legend. 

Labeling Map-Layer Features 

Your first modification of a layer will be to name the highways. 

Names of map features, such as highways, are stored in geographic files — 
even if they don’t necessarily appear on a map. For example, the geographic 
file of highways contains standard highway names such as “1-395,” as well 
as alternate and local names such as “Shirley Highway.” 

You can choose the names you want to display on your map as labels, and 
change the label size and color, and their position relative to the feature they 
identify, as well as other attributes. You do this by displaying labels in the 
Highway layer. 



O 
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Exercise 3: Layering Information on Your Community Map 



TROUBLESHOOTING TIP 

If your attempt to change a 
label doesn’t “take,” or if 
the Labels dialog box 
doesn’t present you with 
the appropriate options, 
you may have forgotten to 
select the proper working 
layer. 

Check the Working Layer 
pull-down menu on the 
main toolbar. It should 
show the name of the layer 
that you want to change. If 
not, select it from the menu 
and repeat your label 
change. 



FYI 

The Labels feature is 

available in two places: 

• Through the Automatic 
Labels button on the 
main toolbar. 

• Through the Labels 
button in the Layers 
dialog box. 

The main difference is this: 

• The Automatic Labels 
button on the main 
toolbar affects the style 
of the working layer 
only. 

• Within the Layers dialog 
box, you can select any 
layer to change its labels 
- even if the layer 
happens to be hidden on 
the map. 



3. Click the Working Layer pull-down menu and select Highway. As with 
many layer operations, it is important to remember to select the desired layer 
first. (The illustration below indicates the Working Layer pull-down menu, 
as well as two other tool buttons you may use in this exercise.) 



*1'^ Mtl|)UlU4lc :).0; 



\£h M«f> lodt )a:nkm H^D 



a 



IlHighwtfy 



Highway 




Water Area 




Straelr 




Bloch Gro^^ 




Census Trac:t 





Show or Hide the Legend 
button. Applies to the map 
you are viewing 



/ 



M . nstu Place 

Select eetHHiqh net) 



Automatic Labels 
button 




Now that we’ve made Highway the working layer, you can make changes to 
that layer. The following steps show you how to customize highway names 
and styles with the Automatic Labels button. 



4. 



Click the Automatic Labels 

dialog box will appear. 




button on the main tool bar. The Labels 



5. Make the following selections in the dialog box: 



Choose Local Name 
(scroll down the 
menu to bring this 
choice into view) 



Choose the Arial 
font for your label 



Choose 10 as 
the font size 



Choose black as 
the text color 



Labels (Lavor: Highwaj^) 




£peia ILocal Naino| 







Arial 


'V II 



m 



OR 

Cancel 




Un-check Bold or Italic 
if they are checked 



CfickOpticns- 
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Exercise 3: Layering Information on Your Community Map 



6. The Label Options dialog box appears. Make the following selections and 
click OK: 



TIP 

To create and modify 
individual labels, use the 
Manual Labels tool from 
the main toolbox: 






Choose the working 
layer for the feature you 
want to label, then select 



the Manual Labels 
tool 




• Click anywhere on the 
map — the manual label 
settings dialog box will 
ask you to describe the 
label you want. Then 
close the dialog box. 

• Click on a map feature 
you want to label; a 
label will appear. 

• Choose the Pointer tool, 
then click the label you 
just created. “Handles” 
will appear on a frame 
around the label. 

• Click and drag the 
handles to re-size or 
rotate; click inside the 
handles to re-position; 
or double-click to 
change the label’s text 
settings. 



Check Rotate line 
labels, to make 
highway names line 
up with the highway 
lines 

Un-check 

Show 

duplicate 

labels 

Leave the Priority 
settings at their 
defaults 

Choose Above 
to position the 
, highway labels 
above the 
highway line 



Uncheck Show 
Frame so there 
will be no boxes 
around the labels 



l.nbcl Options 



p^Optw mt “ 

ShcMii ^up 4 icate labeb ^ ine lobels 






PfiorkiP ' 



Acfosa Lafos |7 |Lot»| 



Within the l^pei based on iHighei ^ 
at [LENGTH ^ 



-Poiilion - 

CUpi»f left ^ Above 

Left C Centsied 

CLowetleft C Below 

^Ffowo — — 



CUppei ri|^ 
CRMB 
CLowet rii^ 



OX 



C ancel 



aickOK 



7. After clicking OK in the Label Options dialog box, you’ll be returned to the 
Labels dialog box. Click OK to close the Labels dialog box. 

The local highway names will appear on your map: 








^Community 2020 Training Manual 



32 



2«18 





Exercise 3: Layering Information on Your Community Map 




Save Your Map 

Now that you’ve made changes to the Census Boundaries map file, you 
should save your work. 



8. Since Map Library map files (like the Census Boundaries map) can’t be 
deleted or changed. Select File - Save As from the main menu to save the 
modified map file under a new name. 

The Save As dialog box appears. 



9. Choose the file type, choose a name and location for your map, and 
click OK. 



Choose a name 
for your map 

Chooseyour - 
wofkfolaer 



Choose file type 
MapRIe 







NHCenstMLMp 


:l 




\w 




Si c:\ 

















1 


’.V 


LirtFimqflfpK 


OCQQK 


fMapHte 


i i 





OK 



3 



Ir^ 1 I 



Click OK 




Note that saving your map file under a new name does not change the name 
“Census Boundaries” displayed in the title bar of the map window. The two 
names are separate - you could create several variations of the Census 
Boundaries map with different file names, but with the same or different title 
bar names. You’ll learn how to change the name displayed in the title bar in 
Exercise 4. 
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Exercise 3: Layering Information on Your Commurety Map 



TIP 

By changing the working 
layer (as you did in Step 4 
above), and clicking the 
Automatic Labels button, 
you can turn on labels for 
the other visible layers 
shown in the legend. But if 
you turned on too many 
labels, the map would 
quickly become 
unreadable. 



Turning Layers On and Off 

The seven layers that appear in the legend and on the Working Layer menu 
are not the only layers stored in this map file - they are the only visible 
layers. The software allows you to store many layers with your map file and 
to modify them as needed. 

To illustrate this, the second modification youMl make to the Census 
Boundaries map is to turn off or “hide” a layer. 



10. Choose Map - Layers or click the Map Layers button 
the main tool bar. 



on 



The Layers dialog box appears. 



Layer* in Dfdef of Pbplag 



Water Area 
Street* 

Slock Grc»ip 
Cen*u* Tract 
Cen*u* Place 
Countv (High Re*l 



Highway 



Auto*c^ 

Autoscate 

Autoscale 

Autoscate 

Autosc^ 

Autoscate 



Autoscale 



Pntefstate Highw^ Autosc^ 



^ r t^ hide Lager l{ f[ Cfcwe 



Add Laver 



Qrop L^var 






Label*.. 



Move Up 



Move Down 



; A^oscale... 



Renarne... 



Choose Highway 



Udck CickClose — 

Hide Layer 



The map is redrawn and highways are no longer visible: 



O Census Boundaiies 






Notice that 
“Highway" has 
disibpeared from 
the legend 



Ci*nS7JS;Bound5ites 



Census Boundaries 

CD W&ter Area 
StMtl 

f*'} BooH Qroufi 
I I Cenaua Tred 
n Caniui Rac* 

” S} Cotai^ (HIQH 
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Exercise 3: Layering Information on Your Community Map 



TIP 

In the Layers Style dialog 
box, any fill style or fill 
color you choose - even 
white - will obscure 
features on the layers 
beneath. If you want to 
avoid this, select “None” 
as the fill style. 



Changing the Appearance of a Map Layer 

Every visible layer in your map has a style associated with it. If a layer 
consists of lines, such as highways or boundaries, the style attributes include 
the thickness of the line, its color, and whether it is dashed or solid. If a 
layer consists of areas, such as counties or census tracts, style attributes 
include the line style for each area's outline, as well as whether the area is 
filled in with a solid color or hatch marks. 

To illustrate this with the Census Boundaries map, you'll make the census 
tracts boundaries thicker and darker to make them easier to see. 

1 1 . Change the working layer to Census Tract by using the pull-down menu 
in the main tool bar. 



12 . 



Click on the Layer Style button 




in the main tool bar. 



The Style dialog box appears. Note that this is the same dialog box that you 
would have seen if you had clicked the Style button in the Layers dialog box 
in step 1 1 above. 



13. Make the following selections from the pull-down menus in the Style 
dialog box: 




Choose solid line 
for Border Style 



Choose 3 as the 
width of your 
border 



Choose black 
for border cola. 



Choose None, ratha than a cola a 
hatch pattern, as the fll for each 
census tract area 

ClIckOK 
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Exercise 3: Layering Information on Your Community Map 



TROUBLESHOOTING TIP 

If your attempt to change a 
layer style doesn’t ‘"take,” 
or if the Style dialog box 
doesn’t present you with 
the appropriate options, 
you may have forgotten to 
select the proper working 
layer. 

Check the pull-down menu 
on the main toolbar. It 
should show the name of 
the layer that you want to 
change. If not, select it 
from the menu and repeat 
your style change. 



Your map should now look like this: 




Save Your Changes 



14. It is important to save your work frequently. Save your changes to the map 
file nhc ensus. map by choosing File - Save or by clicking the Save File 
on the main tool bar. 



button 



s 



Wrapping Up 

Layer operations such as modifying, creating, and adding layers are key steps in 
creating your own maps. You’ve just learned the essentials of layer operations: 
accessing the Layers dialog box, hiding and showing layers, changing a layer’s 
style, and turning on and off the automatic labels for features in a layer. 

In the next exercise you’ll learn how to create a layer with your own custom- 
defined community boundary. In subsequent exercises you’ll learn how to add 
layers from other files and create layers from your own community data. 



3S 



ERIC 
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Exercise 4: 



Defining Your Own Community Boundary 



introduction 

Since your particular community may not share city, county, census tract or other 
predefined map boundaries, the software lets you define your own community 
area. Your community area can be defined on the basis of streets and landmarks, 
economic or ethnic patterns, or any other criteria you choose. You can use any of 
the applicable map layer operations on your custom-defined map area, as well as 
the visualization, reporting and data analysis tools. 




What You will Loam in Exercise 4 

This exercise shows step-by-step how to custom-define a map area. You’ll learn how to: 

• Add a new, blank map layer to an existing Map Library map (“Road Map”). 

• Use the Map Editing tools to draw the outline of your neighborhood. 

• Customize the style (boundary color, thickness, etc.) of your new area. 

• Name and save the new map file, with your new map layer and all of the 
original map layers (and their style information) of Road Map. 

• Name and save your map layer as a geographic file. 

• Create a marker of your map. 

• Add your map to the Map Library. 
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Exefcbe 4; Defining Your Own Community Boundary 



Steps 



Getting a Map from the Map Library 



1 . 



Click the Map Library button 



in the HUD tool box, and make the 



following selections in the Map Library dialog box, and click OK: 



Location: My Neighborhood 

Map Category: General Purpose Maps 

Map: Road Map 

The Road Map will appear, centered on the My Neighborhood marker 
location. 
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Exercise 4: Defining Your Own Community Boundary 




Saving a Copy of the Road Map 

Maps from the Map Library can’t be deleted or modified, so next you’ll 
save a copy of the Road Map and modify it. 



2. Choose File - Save As from the main menu. The Save As dialog box will 
appear. 




Changing the Name in the Title Bar 




Notice that your map window’s title bar still reads “Road Map” even though 
you’ve just changed the file name to StdyArea.map. This is because the 
software allows you to give your map a more descriptive name for the map 
window than an eight-character file name will allow. So next you’ll change 
the name that displays in the title bar of the map window. 



3. Choose Map - Settings from the main menu. The Map Settings dialog box 
appears. 




m 



Fl0 NaM |C:\lfy-l)ATA\STDYAR^M^ 
Map MiMu |Stu^ ^(M Map 



Background SMa |Nona vjl 


- Backgound Ti wpln — 


BMfcvo«nd£olai | i l 


L _n 


! Proieclion ]Nano 





Erojectiurr Seflmgs 



P Aylo Praiaetk 

rshowaiagand ‘ Sfittmflg 



Click OK 



-1 p 



Iq 




r 
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Exercise 4: Defining Your Own Community Boundary 



TIP 

Do you find yourself re- 
setting the legend position 
each time you open the 
same map? Here are some 
legend preferences you can 
set: 

• Using the Map Settings 
dialog box, check or 
uncheck the ''Show a 
Legend’’ box. 

• To set other parameters, 
such as whether your 
legend is attached to the 
map window or is 
displayed in its own 
separate window, click 
the "Legend Settings" 
button. 

• To move the legend out 
of the map window, 
select the pointer tool on 
the main toolbox, 
double-click the legend, 
and select "Separate 
Window" from the pull- 
down menu in the 
Legend dialog box. Or 
simply click the "Show 
or Hide the Legend" 
button . 



Your map should now look like this: 




Creating a New Layer 

Next you’ll create a new layer in your Study Area Map. You’ll define your 
community area on this layer. 

Remember, a layer is simply a geographic file that can be added to a map 
file. So the first step in creating a new layer in a map is to create a 
geographic file. 



4. Choose File - New from the main menu. The Create New File dialog box 
appears. 



Choose Area Geographic 
RIe as the file type 

Name your new layer - 
Study 



Click OK 



Litrdlti New rile 



; rFieT i ^ _ . 

I OTabltt FQa 
I ; C Paint Geografilile Fils 
I I CLine Geographic FSo 
*7 1 Area Gecvaphic FBa 
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Exercise 4: Defining Your Own Community Boundary 




5. 



The Save As dialog box will appear. Save the file in your own directory as 
follows; 



Name your file 
StdyArea.dbd 

Choose your 
work folder 



Choose fype 
Geographic 



Click OK 




A new, blank layer called Study Area 1 is now part of your Study Area Map. 



Defining Your Neighborhood Boundary 

Your next step will be to define your custom area by drawing its boundaries 
in the new map layer, Study Area 1 . As with any action on a map layer, you 
must first make sure that the layer you are going to change is the working 
layer. 




6 . 



Select Study Area 1 from the working layer pull-down menu on the main 
tool bar. 



HHP 












Of 

fjEUi 



J5]i 



Studv Area 1 



Choose Study Area 1 
as the working layer 



7. To make the study area more visible, maximize the map window to fill 
your screen and hide the legend to give yourself more visible map area. 
Use the Pan tool to make sure your map view includes the streets 
identified in the illustration under Step 9 below. Finally click-and-drag 
the Zoom In tool around the target area to fill the map window. 

8. Choose Tools - Map Editing from the main menu. The Map Editing tool 
box will appear. (You may wish to drag the Map Editing tool box to the 
lower left comer of your screen so it won’t be in the way as you draw the 
study area outline.) 
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Exercise 4: Defining Your Own Community Boundaty 



TTie “Add Area” tool extends your 
tx)undary with each mouse aick. 
Double-clicking closes the polygon 



The green traffic light 
(“Save Edits”) confirms 
your map changes 



Thp “Mfxllfy Arpa” is 


' N 'l\-M-l 






I 


used to select and move 


.RlVTi 


Iki 


points and line segments of 
your area boundary 


la: 


[Editing on screen ]| > 



fvUpEdif.irtq 






TTie red traffic liaht (‘X^anoel — 
Edits”) “undoes your last 
map changes 

(Note: The Map Editing tool box may be partially off screen when you first open 
it. In order to view the whole box, simply click on its blue title bar and drag it 
toward the center of your screen.) 



9. Click on the Add Area button 



This tool lets you draw point-by- 



point area boundaries. Draw a polygon around your study area by 
clicking on the points indicated below, and double-clicking on the last 
point to close the polygon. (You may want to increase your zoom level to 
make more individual streets visible.) 




6.Double^ickatyour 
starting point to 
dose me polygon 



5. Click at N Howard 
SLandWNorth 
Ave. 



4. Click at N Howard 
StandWMount 
Royal Ave. 



3. Click next at the 
comer of W Franklin 
SLandNHoward 
St 



(Note: You may select any large area to be your study area. That is, you don’t 
have to follow the book’s example. Just make sure your area covers several 
square blocks, because it is relevant in future exercises.) 
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Exerdse 4: Defining Your Own Community Boundary 



TROUBLESHOOTING TIP 

Upon completing your 
polygon (see illustration at 
right), the street names 
appear in light blue, and 
there should be one open 
“node” on the polygon you 
have drawn. This indicates 
that the polygon is 
“closed.” If an open node 
doesn’t appear, click the 






Modify Area tool I 
the Map Editing toolbox, 
and click a node on the 
polygon. 



Your map with the path you have created should now resemble the 
illustration below (see troubleshooting sidebar at left): 




10. Click the Save Edits button 



i 



on the Map Editing toolbox. 



The polygon you have drawn is now a map area in the Study Area 1 map 
layer. 

Next you’ll make the boundaries more visible by modifying the Layer Style. 



Changing the Boundary Style 

1 1 . Click the Layer Style button 



dialog box will appear. Make the following selections: 



on the main tool bar. The Layer Style 



Choose a solid line 
as your Border Style 

Choose 1.5 as the 
width of your border 



Choose blue as the 
color of your border 

Choose None as 
your fill style 

Click OK 






Bordef | 
Botdst ^dtti I 
^Bordcf £plof [c 



RiS^ Norte 



Ctt!oi r 



a 



I v|| Seinpls: 



31 



Q 






Cancel 



Retet I 



Your map should now resemble the illustration below: 
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Exercise 4: Defining Your Own Community Boundary 




Save Your Work 

1 2. Choose File - Save from the main menu or click the Save File button 

M 

The file stdyarea.map now includes the layer Study Area 1, shown as a 
solid blue line. 



Saving Your New Map Layer as a Compact Geographic File 

Remember that when you created the Study Area 1 layer in Steps 4 and 5, 
you saved it as a “standard” geographic file with the “.dbd” suffix. Standard 
geographic files are editable, which was important when we were about to 
make changes to the layer. 

Now, however, you’ll save the layer as a “compact” geographic file with the 
“.cdf ’ suffix. Compact geographic files are not editable, but they are very 
small files and display more quickly on screen. 

To save a layer as a geographic file, you have to make the desired layer the 
working layer, and then “export” the layer as a geographic file. 

13. Select Study Area 1 from the Working Layer pulWown menu on the 
main toolbar. 
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Exercise 4: Defining Your Own Community Boundary 




14. 



Choose Tools - Export from the main menu. Make the selections below and 
click OK. 



Choose to export 
All Records 



Choose Conjpact 
Geographic File 



Expoit Sludy Area 1 Geuyiciphy 






E«»fi 



'Jo Compact Geogiaptuc File jH 



Bidl'in 



C 

n 



lii 



'OK " 
Can^ 



aickOK 



1 5. The Save As dialog box will appear. Name the file and choose a location 
as shown below: 
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Exefdse 4; Defining Your Own Community Boundary 



Creating a Marker for the Study Area 

Remember that a marker is a way to change your map location instantly 
from one center point and scale to another — regardless of the map file you 
are viewing. Your list of Markers is accessible via the Markers command on 
the main menu and the Markers button in the HUD toolbox. 

Next, you’ll set a marker for your Study Area. 

16. Choose HUD - Markers, or click the Markers tool button. 

17. The Marker Locations dialog box appears. Click the Add button. 



Maikei Locations 



ml 



CfickAdd 



rl 


iariiers 

Hone Maikei Neighboihood 
Beiteoie 
BeitiDore Region 
Bakinoie MD 
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if Add... 
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V 
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I DefaidU... 



Dose I 



1 8. The Add Marker dialog box appears. Enter ‘‘Study Area” for the name 
of your new marker in the Name field then click OK. 



Enter the name 
Study Area 

ClickOK 



Add Marker ' 



IpMetf HaAei'':- — ^ 
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Exercise 4: Defining Your Own Community Boundary 



19. When you return to the Marker LxKations dialog box, choose the marker 
you just added. For convenience when displaying maps of this location, 
move the marker to the top of the list by clicking the Up button about 7 
times. Then click Close. 



To move 
Study Area 
from the 
bottom of the 
list to the 
top... 



...dick once 
on Study 
Area... 



...then dick 
the Move Up 
button about 
7 times 






‘Markers ' 



My neighborhood 


! 1 £ 


Home Marker Neighborhood 




Baltimore 




Baltimore Region 


k/ 


Baltimore MD 




Maryland 




MD District 7 


• . 


Entire Region 




StudyrAfea IH[ 



Rename... 



Add.. 









Click Close 




Adding Your Map to the Map Library 

You’ve just created a marker that will shift the map view of any map to the 
Study Area. Next you’ll add the Study Area Map itself to the Map Library. 
First you’ll add a new category of Map Library maps called “My Maps.” 
(You can use the new category in the future to organize your own maps in 
the Map Library.) Then you’ll add the Study Area Map to the Map Library 
in the new^category. 



20 . 



Choose HUD - Mop Library or click the Map Library button 
Map Library appears (not shown here). 




21 . In the Map Library dialog box, make sure the Study Area marker, which you 
created in the previous steps, appears as a Location to Display. Then click 
the Content button at the bottom of the Map Library dialog box. 



22. The Configure Map Library dialog box appears. Click Add. 



Click Add 
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Exercise 4; Defining Your Own Community Boundary 



23. The Add a New Category dialog box appears. Type In the title “My 
Maps” in the Description field, then click OK. 



Type My Maps 
ClickOK — 



Add a New Category 



[ . 

j Detcfiption |Hy Mapt 

1[ 

:| io BI 



S3 



[r Caincel 



You are returned to the Configure Map Library dialog box. Now that your 
new map category is available for storing your maps in the Map Library, 
you will choose your Study Area Map. 

24. In the Configure Map Library dialog box, in the portion of the dialog box 
labeled “Choose a Map,” click Add. 



aickAdd 




25. The Choose the Map to Add dialog box appears. Make the selections 
indicated below and click OK. 



Choose your 
drive and woik 
file directory 



Select 

stdyareajnap 



Choose the 
Maps file type 

CIckOK — 



Ihfj Map roA(itl 
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Exercise 4: Defining Your Own Community Boundary 



26. After you are returned to the Configure Map Library dialog box, highlight 
‘‘New Map” in the Name field under Map Settings. Enter the name 
“Study Area Map” in the field, then click OK. 




27. When asked to confirm if you want to save the changes you’ve made to the 
Map Library, click Yes. 




t 



aickYes 



[r M.° I 



Wrapping Up 

Congratulations: you’ve created a custom-defined community area that is now a ftilly 
fiinctioning layer in your map. And you’ve saved a version of that map layer that can be 
added to any map of your community. 

like a county, a city, or any other pre-defined community, your custom-defined 
community area can be linked to Census, geographic, HUD, or any data that may be 
relevant to your community. 

As you’ll see in Chapter 4, the software will even let you add your own data to your 
custom-defined community — so you can begin to ask questions such as, “How many 
people live in my community? What are they like? What are their needs7’ In later 
chapters, you’ll use the Study Area Map you’ve created to do just that 



^Community 2020 Training Manual 



2-35 




Exercise 4; Defining Your Own Community Boundary 



Chapter Two Summary Exercises 

1 . You are able to rename your markers. True or False 

2. In this chapter, we renamed the marker to . 

3. You can use the tool to move the map around within the map 

window. 

4. You can add your own maps to the Map Library. True or False 

5. Like transparencies, in a map file can be rearranged, added, 

dropped, renamed, or hidden. 

6. List at least three maps and map themes that may be relevant to your work. 
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CHAPTER 




Defining My Community’s 
Activities 



Introduction 

This chapter describes how to look at community development data, 
and how to show projects on a map. HUD is providing Community 
2020 as a way to make its data widely and easily available to grantees 
and non-grantees. You can look at Metropolitan Community Data and 
State/Small Cities Project Data on forms, look at project locations on a 
map, and move between maps and forms to explore projects and their 
characteristics. 



Problem Statement 



REQUIREMENTS FOR 

CHAPTER 3 

The exercises in this 
chapter assume you have 
read Chapter 1 and 
performed the exercises in 
Chapter 2. The exercises 
you will perform in this 
chapter will use files and 
maps you created in 
Chapter 2. 



You have been requested to prepare a presentation of all Fiscal Year 
1995 Consolidated Plan projects located in neighborhood “X” for a 
meeting with council person Smith, State Senator Jones, and Congress 
person Doe. You have decided to prepare maps to visually show not 
only the ConPlan projects, but also the public housing developments in 
the area. Using Community 2020, how do you begin to access the data 
and prepare the maps? 

What You Will Learn In Chapter 3 

• In Exercise 1 , you will learn how to add the Metropolitan 
Community Projects layer to your map and how to display 
Metropolitan Community Project Data from a map. 



• In Exercise 2, you will learn how to display all of the projects 
contained within a Grantee’s Consolidated Plan. 

• In Exercise 3, you will Learn how to display Public Rousing 
Authority Data and Public Housing Development Data. 

• In Exercise 4, you will learn how to display State/Small Cities 
Project Data. 



IN THIS CHAPTER 



Introduction 3-1 

Exercise 1 : Displaying a HUD Project’s Information from a Map. . .3-2 

Exercise 2: Displaying a Grantee’s Projects 3-4 

Exercise 3: Public Housing Authorities and Developments 3-6 

Exercise 4; Displaying State/Small Cities Project Data 3-12 







Exercise 1 



Displaying a HUD Project’s Information 
from a Map 



Introduction 



Each grantee’s Consolidated Plan contains a five year strategy and an 
annual Action Plan describing the projects it proposes to carry out with 
each year’s funding. The data for each project includes a project 
description, the project budget and funding sources, the schedule for 
completion, and the location of the project. This exercise guides you 
through the steps to view this information. 



Steps 

I . Click the Map Library button 
selection: 




and make the following 



Location to Display: Study Area 
Map Category: My Maps 
Map: Study Area Map 



2. Click the Map Layers button 



on the main menu toolbar. 



Add the layer projectkcdf from the CD-ROM (usually the d:\ 
drive) 




3. Select File-Save As from the main menu. Save the map as 
projectmap in C:\my-data . 



4. 



Click the Project Info Tool 




in the HUD toolbox. 



5. Click one of the metropolitan community projects visible on 
your map (The example provided in this manual selects the project 
that is the farthest west in the study area, i.e. Bloom Street and 
Pennsylvania Avenue.) 
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Exercise 1 : Displaying a HUD Project’s Information from a Map 




ienefd InlonMtion- 



BALTIMORE 



6rarlee Nai 

Praiect laae | DRUID HEIGHTS DEVELOPMENT CORPORATiON 



3 
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oo^ i 



1 oM 
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Units 



Estenaled Start Date I 
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Type j Addre sses 



Zli 



2100 B*unt S heel, BaUimoje, MO 2T217 



H 



p AdgZ I 



6 . 




This displays the Metropolitan Cominunity Projects dialog box for 
a proposed project titled Druid Heights Development Corporation* 
Select the Map button at the lower right comer of the dialog box 
to return to the map with the selected project as the centroid of the 
re-drawn map. (Note: The Close button would have returned you 
to the same map that was displayed before you used the Project 
Info tool. The Map All button shows all the locations selected.) 
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Exercise 2 



Displaying a Grantee’s Projects 



Introduction 

Community 2020 can display all of a grantee’s Metropolitan 
Community projects. You can also opt to view the projects for only 
certain programs, activities, or both. In this exercise, you will want to 
determine the number of Consolidated Plan projects located in your 
community and how much funding each receives. 

Steps 

You should have projectmap from C:\My_data open from the 
previous exercise. If not, open it now. 

1 . To select all the HUD Projects in the Study Area, select 
Metropolitan Community Projects as the working layer from the 
main menu toolbar. 

2. Select Dataview-Select by Location from the main menu. 

3. In the resulting dialog box, select HUD Projects features that are 
inside the Study Area 1 Layer. Click OK. 




TIP 

If you make a mistake 
with either of the 
alternatives, simply click 
on the Clear Selection 
button, also located in the 
Maptitude tool box, and 
try again! 



Alternative to Steps 2 and 3: 



Click the Select by Shape button in the Maptitude tool box and draw 
around the Study Area, double clicking to close the shape. 



-OR- 



Click the Select by Circle button in the Maptitude tool box. Click on 
the middle of your study area map and drag the pointer towards 
the edge of your map. You should see the outline of a circle following 
the cursor. Release the mouse button when you are satisfied with 
the circle’s size. 



H«D 

Click on the HUD Programs tool in the HUD tool box. In 
this example,' there are 15 projects within the Study Area. (You can 
return to the map by clicking on the Close or the Map button as in 
Exercise 1 . You may also click on the Map All button to display 
the locations of all 15 of the selected projects.) 
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Exercise 2: Displaying a Grantee’s Projects 




TIP 

The Program and Activity 
pull down menus allow 
you to limit the projects 
you view by program 
(i.e. CDBG), activity (i.e. 
infrastructure), or both. 



FYI 

To get a hard copy of a 
Proposed Project Form for 
a project, simply click the 
Print button in the upper 
right corner of the dialog 
box. 



5. To determine the total number of projects in your Grantee’s 



Consolidated Plan, click the Grantee Info tool in the HUD 
tool box. Type the first few letters of the Grantee name in the 
given text box ( ''bait” in this case), then hit TAB or ENTER. 
Click on the name of the Grantee whose projects you wish to 
view (MD Baltimore in this case). 



rrSvaiolifai...- 









ml 



TlSoRE COUNTY 



iiAi itMfmi 

“iri ‘ 



Rcttilei Rra^tott ChoMR bp.. 






rr~cbi^1 [rbiMiiu. \ 



zj !n 



Clow 



6. In this case, we want to view All of the projects. Click the 
Projects... button and the form for the grantee’s first project 
appears. Looking at the upper right comer reveals that there are 
275 proposed projects in the City of Baltimore’s Consolidated 
Plan. Click the Previous and Next buttons to scroll through 
several projects. Next, click the Close button to return to the 
Grantee Information Form. 



7. To determine the dollar amount for each of the four programs, 
begin by clicking the Details button in the Grantee Information 
dialog box. When the Detailed Information dialog box appears, 
click Next to move to page 4. Then click on each of the four 
Program buttons and add the totals. 




8. Click Close to close the Detailed Information Form. Click Close 
to close the Grantee Information Form. 
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Exercise 3 



Public Housing Authorities and 
Developments 



Introduction 

Community 2020 HUD Community Planning Software provides data 
for Public Housing Authorities (PHAs) and the federal programs they 
manage. These locally operated PHAs manage a variety of programs to 
maintain their housing units and to provide services at development 
sites. These are two major types of programs run by each PH A: the 
conventional Public Housing Program and the section 8 Program. This 
exercise shows you how to view these data on forms and maps. 
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Exercise 3: Public Housing Authorities and Developments 



Viewing Public Housing Authority Information 

Steps 

1 . Choose HUD- Public Housing Data from the main menu or 
click the Public Housing Data tool in the HUD tool box to 
display the Public Housing Information form. 



Enter part or all of a Public 
Housing Authority Name “ 

Enter a state abbreviation - 



Choose a name — ■ 

Click Details for 
information on public 
housing authority 



2. Search for a Public Housing Authority (PHA) using one of the 
following methods: 

• To search for a PHA by name, enter the name of the PHA in 
the Housing Authority Name edit box. 

• To search for all PHAs whose names begin with certain letters, 

enter one or more of the first letters of the PHA in the 
Housing Authority Name edit box. 

• To search for all PHAs in a state, enter the postal 
abbreviation for the state in the State edit box. 



3. Hit the ENTER key. Community 2020 displays the matching PHA 
or PHAs. You may enter information in both Housing Authority 
Name and State edit boxes to narrow your search. To start a new 
search, click on the Clear button in the dialog box. 

4. Choose a Public Housing Authority from those displayed. 

5. Click the Details button in the dialog box. Community 2020 
displays the first three pages of Public Housing Authority in the 
Detailed Information dialog box. 

6. If you want to print the information on the Public Housing 
Authority, click Print in the upper right hand corner of the form. A 
Print Dataview dialog box will appear. Make any necessary 
changes for your printer, and click the Print button. 



Soarch for... 



Housi^ Author^ Namo 
State |m0 ' 



L 



< Slate 



MO 



ANNE ARUNDEL COUNTY HOUSING AUTHORITY 



iM H Aidu M.(] n i j nj i) 



MD CALVERT COUNTY HOUSING AUTHORITY 

MD CARROLL COUNTY HOUSING & COMMUNITY OEVELOPM 

MO CECIL COUNTY HOUSING AGENCY 

M0 CITY OF WESTMINSTER 



Cleat 



, OevelopiaenU... I 



Dim 
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Exercise 3: Public Housing Authorities and Developments 





Click to print the 

Click to switch among the three 
pages 



7. Click Close to close the Detailed Information form. 



Viewing Public Housing Development Information 



A Public Housing Authority may have one or more Public Housing 
Developments. Community 2020 lets you look at information about 
each development on a form and see the locations of all the 
developments on a Public Housing map. You can also select one or 
more Public Housing developments from the Public Housing map 
and pull up the information about them on a form. 

Click on the Developments button on the bottom of the Public 
Housing Information dialog box. 




(Note: If no developments match your criteria, you will receive a 
message. To search for a new development, return to the Public 
Housing Information dialog box and repeat your steps.) 



9. Click on the scroll keys on the right side of the dialog box to view 
different projects for the chosen Housing Authority. Note that 
below the scroll keys. Community 2020 displays the total number 
of developments for the selected Housing Authority. 



10. If you want to print the information about the development, click 
the Print button. Community 2020 displays the Print Dataview 
dialog box. Make any necessary changes, then click the Print 
button. 
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Exercise 3: Public Housing Authorities and Developments 



Mapping Public Housing Developments 



TIP 




To open a map containing Public 
Housing Development data, click the 


Map Library button @1 in the HUD 
tool box and open: 


Location: 


My Neighborhood 


Category: 


Public Housing Maps 


Map: 


Public Housing 
Development Locations 



1 1 . You can map the location of the development currently displayed 
in the form. To do this, you need a map open that contains the 
Public Housing Development Locations layer (see Tip box to the 
left). Click the Map button. You can also map all of the 
developments selected. To do this, click the Map All button. 

Community 2020 automatically adjusts the scale of the map so that 
the development or developments are visible. Depending on which 
Public Housing Authorities and developments you choose, this 
could cover a small area or a very large one. 

(Note: If none of the locations of the developments can be mapped, 
you will receive a message. Community 2020 will return to the 
Public Housing Authority Developments form. 

12. Select F//^-C/o 5^ A// from the main menu. 



Displaying Data for a Public Housing Development 
from a map 

In the above section, you started with the detailed information of 
housing developments, and then displayed their location on a map. 
You can also start from a map, select developments based on their 
location, and then pull up the detailed information for the chosen 
developments. 

13. Click the Map Library button in the HUD tool box. Select the 
following map: 



Location: Baltimore 

Map Category: Public Housing Maps 

Map: Public Housing Development Locations 



14. 



Click on the Project Info tool 






in the HUD tool box. Select 



a Housing Development icon from the map and click on it once. 
The Information dialog box for the selected development will 
appear. Click the Close button. 



1 5. To pull up information for more than one development, you can 
use the various Select buttons located in the Maptitude tool box. 
Make sure your working layer is “Public Housing Dev”, and click 
on one of the following tools: 




Select by Circle: Click in between the developments you 
wish to select. WHILE HOLDING THE MOUSE 
BUTTON DOWN, drag the cursor past the developments. 

You should see an outline of a circle following your cursor. 
Release the mouse button, and all of the developments within 
th^ciccle will be highlighted red. 



59 : 
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Exercise 3: Public Housing Authorities and Developments 



FYI 

Use one of the following tools to 
select map features: 





















Select by Pointing 




m 


Select by Shape _ 




' ^ 




Click on the Clear 








Selection if you make 







a mistake 



Select by Pointing: There are two methods by which you may 
use the Select by Pointing tool: 

Hold down the SHIFT key, and click once on each public 
housing icon you want to select. Each one you click will turn 
red. 

Click and drag the cursor. You should see the outline of a 
rectangle follow your cursor. When the developments you 
want to select are contained within the rectangle, release the 
mouse button. The selected developments will turn red. 

Select by Shape: Click once on your map and then move 
your cursor. A dotted line should follow your cursor. Click 
again to form a corner. Enclose the desired housing 
development icons within a shape, and double click on 
your starting point. The selected developments will turn red. 




(Note: If you make a mistake, click on the Clear Selection tool in 
the Maptitude tool box. This will clear the selection and let you 
start again.) 

16. After you have highlighted multiple selections with one of the 

above methods, click on the HUD Programs tool in the HUD tool 
box. The Public Housing Authority Developments form will 
appear. Click on the scroll keys on the right side of the dialog box 
to move from one selected project to the next. 
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Exercise 3: Public Housing Authorities and Developments 





17. Click the Close button in the dialog box. Then select FUe-Close 
All from the main menu. 
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Exercise 4: 



Displaying State/Small Cities Project Data 



Slale/Small Cities projects are funded by grants to the state government 
for non-entitlement areas. You can look at the project data on a form for 
some or all of the projects for one or more non-entitlement areas. 

Looking at State/Small Cities Project by Place Name 



The non-entitlement areas are identified by place name. You can look at 
the projects for one or more places. You can also limit the projects to a 
certain year or activity. 



1. 



Select HUD- State/Small Cities Data from the main menu, or 



click on the State/Small Cities button 




in the HUD tool 



box. 



Enter part or all of a non 
entitlement area place name' 
•OR- 

Enter a state abbreviatioir 



Seatch lof.., 

fHace Name 




Stale |MA 



Place 



Select a non entitlement area ' 


IMA 


ACUSHNET TOWN 




A 




MA 

MA 

MA 

MA 


AMESBURY TOWN 
AMHERST TOWN 
ASHBURNHAM TOWN 




▼ 



Select data for all years or an 
individual year 

Select individual or all 
activities 



Click Projects... 



VReeliicI Data Chosen bty... 



I 



”^ear 


AU 


jJl 










AH 





}i [' &e« ~ I |r Pfotacts.!!"! fr CJosa | 



2. Search for and select a non-entitlement area with one of the 
following methods: 

• To search for a non-entitlement place by name, enter the 
place name of the non-entitlement area in the Place Name 
edit box. 

• To search for all non-entitlement areas whose place names 
begin with certain letters, enter the first few letters of the 
name in the Place Name box (e.g. “Balt” for Baltimore). 
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Exercise 4: Displaying State/Small Cities Project Data 



TIP 

To choose several items in a 

list: 

• Click on an item to 
choose it 

• Drag to choose a group 
of items 

• Click and Ctrl-Click to 
choose items separated 
in a list. 



• To search for all non -entitlement areas within a state, enter 
the postal abbreviation for the state in the State Name box. 

3. Press the ENTER key. Community 2020 displays the non- 
entitlement areas that meet your search criteria. You can enter 
information in both Place Name and State name to narrow your 
search. To start a new search, click the Clear button in the lower 
left of the dialog box. 

4. Select one or more of the displayed place names. The chosen 
names will be highlighted. 

5. You now have the option to limit your search even further. Click 
on the text boxes to the right of Year and Activity, and make a 
selection from the resulting drop down menus. If you do not 
want to further limit your search, you may select ALL. 

6. Click the Projects... button on the bottom of the dialog box. 
Community 2020 will display the State/Small Cities Community 
Development Project Information box. 




(Note: If no projects match your criteria, you will receive a 
message. You can return to the previous dialog box and to begin a 
new query.) 

7. If you want to print the displayed project, click the Print button 
located in the upper right hand corner of the dialog box. 




aCommunity 2020 Training Manual 



3-13 




Exercise 4: Displaying State/Small Cities Project Data 



Mapping State/Small Cities Project Developments 



TIP 




To open a map containing State/Small 
Cities data, click the Map Library 


button IS 


I in the HUD tool box and 


open: 




Location: 


Allegany Co, MD 


Category: 


Community Development 


Map: 


Metropolitan and State 
Small Cities Projects 



1 . You can map the location of the development currently displayed 
in the form. To do this, you need a map open that contains the 
State\Small Cities Project layer (see Tip box to the left). Click the 
Map button. You can also map all of the developments selected. 
To do this, click the Map All button. 




Community 2020 automatically adjusts the scale of the map so that 
the development or developments are visible. 

(Note: If none of the locations of the developments can be mapped, 
you will receive a message. Community 2020 will return to the 
Public Housing Authority Developments form. 



2. Select File-Close All from the main menu. 



Displaying Data for a State/Small Cities Project 
Development from a map 

In the above section, you started with the detailed information of 
housing developments, and then displayed their location on a map. 
You can also start from a map, select developments based on their 
location, and then pull up the detailed information for the chosen 
developments. 



3, 



Click the Map Library button 
the following map: 



in the HUD tool box. Select 



Location: Other Location 

Map Category: Community Development Maps 

Map: State/Small Cities Projects 

4. Select Counties and type “Allegany MD” in the resulting Find 
dialog box. Click OK. 
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Exercise 4: Displaying State/SmaH Cities Project Data 



FYI 



Use one of the following tools to 
select map features: 



Select by Circle - 
Select by Pointing 
Select by Shape . 




Click on the Clear 

I Selection if you make 
^mistake 



5. To pull up information about a single project. Click on the Project 






Info tool I ■ in the HUD tool box. Select a project icon from 
the map and click on it once. The Information dialog box for the 
selected development will appear. Click the Close button. 



6. To pull up information for more than one project, you can use the 
various Select buttons located on the Maptitude tool box. Make 
sure your working layer is “State/Sm. Cities ProJ”, and click on 
one of the following tools: 



• Select by Circle: Click in between the projects you wish to 
select. WHILE HOLDING THE MOUSE BUTTON 
DOWN, drag the cursor past the projects. You should see 
an outline of a circle following your cursor. Release the 
mouse button, and all of the projects within the circle will be 
highlighted red. 

Select by Pointing: There are two methods by which you may 
use the Select by Pointing tool: 

• Click on a single project to select it, then hold down the 
SHIFT key, and click once on each additional project you 
want to select. Each one you click will turn red. 

• Click and drag the cursor. You should see the outline of a 
rectangle follow your cursor. When the projects you want to 
select are contained within the rectangle, release the mouse 
button. The selected projects will turn red. 

• Select by Shape: Click once on your map and then move 
your cursor. A dotted line should follow your cursor. Click 
again to form a corner. Enclose the desired project icons 
within a shape, and double click on your starting point. The 
selected projects will turn red. 



(Note: If you make a mistake, click on the Clear Selection tool in 
the Maptitude toolbox. This will clear the selection and let you 
start again.) 



7. After you have highlighted multiple selections with one of the 
above methods, click on the HUD Programs tool in the HUD tool 
box. The State/Small City Community Development Project 
Information form will appear. Click on the scroll keys on the right 
side of the dialog box to move from one selected project to the 
next. 

8. Click the Close button in the dialog box. Then select File-Close 
All from the main menu. 
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Exercise 4: Displaying State/Small Cities Project Data 



Wrapping Up 

Congratulations, you have just learned how to add the HUD-related 
layers (Metropolitan Projects, I^blic Housing, and State/Small Cities) 
to a map. You now also know how to access the information behind 
these layers. 

Chapter Three Summary Questions 

1 . You are able to access information on all of a grantee’s ConPlan 
projects. True or False 

2. In order to display data for a Metropolitan Community project(s) 
when working from a project map, you would select an icon on the 

map and click on the button; or select several icons and 

click on the button. 

3. There are several tools to select map features located in the 
Maptitude tool box. Name two of them. 

4. The Public Housing Information Form will let you access only the 
details on the public housing developments. True or False 
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CHAPTER 






Identifying Available Resources 



Introduction 



REQUIREMENTS FOR 

CHAPTER 4: 

The exercises in this 
chapter assume you have 
read Chapter I and 
performed the exercises in 
Chapter 2. The exercises 
that you will perform in 
this chapter use files and 
maps you created in 
Chapter 2. 



Although Community 2020 contains numerous data from the U.S. Census, you 
may want to add some information of your own. You can import anything from 
retail sales figures to crime statistics, and graphically represent these in your 
maps. The software is compatible with most name brand database programs, 
such as Lotus, FoxPro, and Microsoft Access. This makes importing your 
existing data easy and hassle free. 

Problem Statement 

The maps that you created highlighting the social, economic, and demographic 
characteristics of neighborhood “X” were a great success at the meeting. In fact, 
several attendees requested a printed copy of not only the information, but also 
the maps. Yo^ speed back to your office to run off 30 copies of the presentation. 
While waiting at the copy machine, your boss pops in and tells you to add some 
additional local housing data to the maps first. This information is not contained 
in the Community 2020 software. How do you quickly add this data and make 
the changes before the meeting ends? 



What You Will Learn in Chapter 4 

• In Exercise 1 you’ll learn how to go beyond the information built into the 
software. You’ll learn how to create a new map layer from your own 
database file of local community information, and use this new layer to 
display alternative local resources on your map. 

• In Exercise 2 you’ll learn how to make your map more clear and persuasive 
by customizing the map’s graphical presentation and legend. 



In This Chapter 



Introduction 4-1 

Exercise 1: Adding Local Resources to Your Map 4-2 

Exercise 2: Customizing Your Housing Resources Map 4-12 






Exercise 1 



Adding LocaS Resources to Your Map 




What You Will Learn in Exercise 1 

This exercise will guide you through the process of opening a table of local 
resources, making changes to the table from within the software, and linking the 
table to your community map. You’ll learn how to: 

• Save your table in a file format that the software can open, 

o View and make changes to your data in a table. 

• Turn your data file into a map layer. Each resource location in the table 
appears as an icon in the new map layer; this layer can be added to any map. 
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Exercise 1 : Adding Local Resources to Your Map 



Steps 

Before you can incorporate your housing resource information in a map, you 
first need to open a map. You’ll begin by opening the Study Area Map that you 
created and saved in Chapter 2, Exercise 4. 

Opening the Study Area Map 

1 . Open the Study Area Map from the Map Library. 

The Study Area Map will appear: 




DEFINITION 

Points: 

Points are one of three 
types of map features — 
points, lines and areas. 
Examples of point features 
are hospitals, airports, and 
places of worship. 



Opening Your Database File as a Table 

The next step will be to open the file containing the table of local resources 
as a “dataview” in the software. You can view and change just about any 
data in a table, whether it was stored in a spreadsheet or a data base. The 
only requirement is that it be saved in a certain format, called a dBASE file 
(i.e., a file with the suffix “.dbf ’). This is a file format option in most 
spreadsheet programs such as Microsoft Excef'^ or Lotus 1-2-3^'^. 

The software also lets you create a map layer out of a data base file that 
contains addresses. This chapter guides you through the steps to open your 
file of local resources as a dataview in the software, then to use the table’s 
address information to create a map layer. 
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Exercise 1: Adding Local Resources to Your Map 



TIP 

To view more of your table 
on screen, you can resize 
the column widths by 
clicking and dragging the 
gaps between column 
headings. 



2. Choose File - Open, The File Open dialog box appears. Make the 

following selections in this order: Drive, Directory, List Files of Type, 
File Name. 

Choose A:\drive 



.Choose the 
dBASE file type 

Choose 

resource.dbf 



Fie Hama: 
jietource.dbf 



Usirass of Xfpa: 
•|dBASE fito 



Click OK 




The RESOURCE Dataview window appears: 



jNAME 

Payne Memoftal 
Union Baptut 
jEnon BaplitI 


1 ADDRESS 

1714-1716 Madison Avenue 
1219 Drdd HiO Avenue 
603 N. Schtoeder Stre^ 


IPIY 

Baltimore 

Baltiroore 

Baltimore 


MD 21217 
MD 21217 
MD 21217 


jUmpiLini'Xi 
HEUeiOMtYFilil 
C Rel.. Sitelj 

C ReL. Site 

C ReL. Site 


(Pfovidence Baptist 


1401 Pennsylvafua Ave. 


Baltimore 


MD 


21217 


C 


ReL. Site 


Bethel AME 


1300 Druid Hifl 


Baltrmore 


MD 


21217 


C 


ReL. Site 


Douglas Memorial 


1311 Madison Ave. 


Baltimore 


MD 


21217 


C 


Rel.. Site 


St. Katherine's Episcopal 


2001 Division Street 


BaUimore 


MD 


21217 


C 


Rel.. Site 


City Temple Baptist 


|317 Dolphin Street 


Baltimore 


MD 


21217 


C 


Rel.. Site 


Ames U.M. Church 


615 Baker Street 


Baltimore 


MD 


21217 


C 


Rd.. Site 


SL Peter Catholic 


1546 N. Fremont Ave. 


Baltimore 


MD 


21217 


C 


ReL. Site 


T rinily Baptist Church 


1601 Druid H ill Ave. 


Baltimore 


MD 


21217 


C 


Rel.. Site 


Zkm Baptist 


17(H) N. Carolina Street 


Baltimore 


MD 


21213 


C 


Rel. Site 


m"" 


‘ 













Preparing Your Table ^ 

Now that you’ve opened the housing resource table as a database file in the 
software, the addresses are almost ready to be “geocoded” as points. 
Geocoding simply refers to the process of matching each address in your 
table to a location and assigning latitude and longitude, so that the software 
can display a map feature at each location. 

This process requires two pieces of information for each resource in the 
table: 

• Geographic location. Either an address, or latitude and longitude. As 
you can see, the resource table already has address information. 

• A unique identifier. The software has to keep each record in a table 
distinct from the others, so it needs a unique ID or serial number. But 
since the housing resource entries don’t have unique identifiers, you’ll 
have to add one to each. Fortunately, the software makes this easy to 
do. 
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Exercise 1: Adding Local Resources to Your Map 



TROUBLESHOOTING TIP 

To use the Modify Table 
button, you must (I ) have a 
table open in a dataview, 
and (2) the table must not 
be in use by an open map. 



Adding a Unique ID to Your Table 

There are a number of ways to add unique identifiers to your table. In the 
next few steps, you’ll add a column of sequential numbers (1, 2, 3, etc.) to 
your table, so that each housing resource has its own unique number. 



4. 



Choose Dataview - Modify Table on the main menu. 

The Modify Table dialog box appears. Click the Add Field button. 



Click the Add Field 
button 



Notice that 
“Reld_r appears 
after you click the 
Add Field button 



This is the default 
field information; 
you’ll change 
these in the next 
step 



\ 

/ 



rnhfNMtM 


Tfpo 


WkMiDadMab Indn 




NAME 


Integof 


8 




ADDRESS 


ChafAdei 


30 




CIIY 


ChtttAclOf 


20 




STATE 


ChatAdoi 


2 




ZIP 


Chtttaolttf 


6 




RELIGION 


Chaiadei 


1 




TYPE 


ChMfldei 


10 






Jr 



'FMdlnfofiMition - 



I |Field_1 



r niJpofiOlbtoiniiHmn 



Tfpe IChaiadei 




r~|fidos 












5. 



In the lower portion of the Modify Table dialog box, enter the Field 
Information as shown below. 



Enter 

UNIQUEJD as 
the field name 



Enter 8 as the 
field width 



tfie field type 





- FWd InfonMtkm \ 

MaaM llJNIQIIEJD ' Tf|» llnteflei 

MMOtje pr5er.a3?|o | 


v|| 


IS 





You’re almost finished — but don’t click OK just yet. In this exercise, 
you’ll want to see your new column on the immediate left of the Dataview 
table. To do this, the UNIQUEJD field has to be at the top of the list in the 
Modify Table dialog box. 

But as you can see, UNIQUE_ID is at the bottom of the Field Name list. To 
remedy this, we’ll use the Move Up button. 
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Exercise 1 : Adding Ljocal Resources to Your Map 



The new 

UNIQUEJD 

column 



6. Make sure the UNIQUE_ID field is highlighted, then click the Move Up 
button until the UNIQUE_ID field is repositioned to the top of the list. 



To move 
UNIQUEJD from 
the bottom of the , 
list to the top... 



...click once on 
UNIQUE ID... 






...then click the 
Move Up button 
until the name is 
moved to the top 
of the list 

Click OK 



1 FMdNw 




WkM»D«M»ab IndM 


NAME 


Integm 


8 




IU)DRESS 


Chaiactef 


30 




□TV 


Chaiaclei 


20 




STATE 


Chat act ei 


2 




ZIP 


Chafactm . 


5 




RELlGiDN 


Chat act ei 


1 




TYPE 


Chaiacter 


10 




luNiuui: i{) 


Intoqtif 


0 






Reid lirfqnMibon 


H«M |UNIQUE_ID 


>[rjpo lintegm 




WMtti |8 p :r: 


) |0 




/ I 









ir 


CaotiA 


If 


^ Field ^ 


ir 






MoS® Up“ 










The RESOURCE dataview now displays the UNIQUE_ID column that you 
just added to the left side of the table. 

As you can see, although there is a column to show each resource’s unique 
ID, there are no ID numbers in the column. The software allows you to enter 
the values manually, but there is an easier way: the Fill command. The Fill 
command will automatically generate ID numbers for each resource. 



I'.iO! misnimct: 












-,unique_id; name 


Impress 


IqTY 


i STATE; aP | 


RElilTYli^l 


-p’esme MenuMiel 


1714-1716 Madison Avenue 


Baltanore 


MD 


21217 


C 


Red 


~ Unioti Baptist 


1219 Dtuid Hilt Avemie 


Baftinoie 


MD 


21217 


C 


Rel 


- Enon Bapltsl 


603 N. Schioedaf Stieel 


Baftonoie 


MD 


21217 


c 


Rel 


- Provtdance Bapltsl 


IMH Panm^tvaniaAve. 


Baltin ore 


MD 


21217 


c 


Rel 


- BelMAME 


1300DiutdHBI 


Baftinoie 


MD 


21217 


c 


Rel 


- Doiifda< Memofial 


1311 MatfisonAva. 


Baftinoie 


MD 


21217 


c 


Rel 


~ St Kathefine*s Episcopal 


2001 Diviston Sheet ^ 


Baftinoie 


MD 


21217 


c 


Rel 


~ Ci^ Temple Baptist 


317 Dolphin Stieel 


Baftinoie 


MD 


21217 


c 


Rel 


- Antes U.M. Chuich 


615 Bakei Stieel 


Baftinoie 


MD 


21217 


c 


Rel 


- St Pelei Catholic 


1546 N. Fremont Ave. 


Baftinoie 


MD 


21217 


c 


Rel 


Trini^ Baptist Chutch 


1601 DiiiidHiDAve. 


Baftinoie 


MD 


21217 


c 


Rel 


- Zion Baptist 


i:m0 N. Caioline Sheet 


Baftinoie 


MD 


21213 


c 


Rel. 


- Masiid Ul-Haoa 

jJd 


1635 North Witeon Stieel 


Baftinoie 


MD 


21217 


M 


Re^ 

ml 
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Exercise 1: Adding Local Resources to Your Map 



7. First select Unique ID column: 



Click Unique ID 
to select 
column 



)^NAME 



ADDRESS 



DTY 






I Payne Memoiial 
I Union BaptisI 
SEnon BaptisI 
IPtovidonco BapIttI 
! Bethel AME 
I Douglas Memoiial 
1st Katheiine‘s Episcopal 
I City T etnple BaptisI 
lAmesU.M. Church 
I St Peter Catholic 
I Trinity BaptisI Church 
I Zion BaptisI 
iMaslifl Ul-Haqq 



1714-1716 Madison Avenue Baltimore 
1219 Druid H3I Avenue B^Hmote 

603 N. Schioeder Street B^tirooie 

1401 Permtylvama Ave. Batlitnote 

1300 Druid HiO Ballimoie 

1311 Madison Ave. B^moie 

2001 Division Street Baftimoie 

317 Dolphin Street Ballimore 

615 Baker Street Baltimore 

1546 N. Fremont Ave. Ballimore 

1601 Druid H3I Ave. Ballimore 

1700 N. Caroltne Street Ballimoie 

1635 North Wilson Street Ballirooie 



J stat e ap 

MD ~"2ia7 



8. Choose Edit - Fill. 

The Fill dialog box appears and presents options for your column settings. 
Make the selections below and click OK. 




Note that each record now has a unique ID number: 




SCommunity 2020 Training Manual 



73 



4-7 








Exercise 1 : Adding Ijocal Resources to Your Map 



DEFINiTiON 

Feature: 

A point, line or area on 
your map. A point feature, 
such as a hospital, is 
typically represented by a 
symbol. Lines, such as 
streets, are colored and 
solid or dashed. Areas, 
such as counties, may have 
boundary lines and be 
filled with a color or 
pattern such as hatch 
marks. 



Creating a Map Layer by “Geocoding” Your Table 

Now you’re ready to “geocode” the data in your table. Geocoding means 
instructing the software to match the addresses in your table with the 
addresses in the software. Once your table has been geocoded, a new map 
layer will be created automatically. Each housing resource in your table will 
appear as a “feature” on the new map layer. 

9. Choose Tools - Locate by Address. The Locate by Address dialog box 
appears with the name of your table. 

Since we want to match all of the entries in the table, select All Records 
from the “Address Match” pull-down menu. And because the address 
information in the table consists of street addresses, you’ll tell the software 
to look for matches in the Streets layer by selecting Streets on the “To 
Layer” pull-down menu. 

In the Input Data Fields area of the dialog box, you’ll select UNIQUE_ID as 
the Record ID. This instructs the software to locate one RESOURCE feature 
for each record in the UNIQUE_ID column. 



Choose Ail 
Records 



Choose 

Streets 



Choose 
UNIQUE ID 



Choose ADDRESS 



Choose ZIP 



Choose Automatic 



Locate RESOURCE by Addiess 



tnpoi Dataviaws 
AMett Match 



All Recofds 



ToLafar |^eeU 



r Input Data Ftekla 
RacordiD I 




HwMiei t Stieet [ADDRESS 
' (conthuiad) [ 



gPCoda 



ap 









3 



3 






Moda- 



‘*^'^;^|uftcMBatic 



OA^ it Uncertain 



I i 

If^ i ancel 



\\ flj tiona... 






I 



Click OK 
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Exercise 1: Adding Local Resources to Your Map 



FYI 

Recall that there are two 
file formats available for 
saving map layers. One 
format, with the “.cdr 
suffix, is compact and 
displayed quickly, but you 
can’t make changes to it. 
The other format, with the 
“.dbd” suffix, is a larger 
format and displays more 
slowly, but allows you to 
make changes. 



FYI 

As you can see in this 
dialog box, two of the 
resource addresses in the 
Streets layer could not be 
located. This is because the 
resource entries were 
missing valid address 
information. 



Saving The New Map Layer 

The Save As dialog box will appear automatically. By saving the new map 
layer as a geographic file, you will be able to add the file as a layer in any 
map you choose. For example, you could add the layer to a map of low 
income or high unemployment areas, to show the location of these resources 
relative to where they may be needed. 

You will save the geocoded addresses as a geographic file with the “.dbd” 
extension, so you can make changes to it in the future. 

1 0. Save your layer by choosing the options indicated below: 



Choose your 
drive ana work 
file directory 



Enter 

‘tesourcedbd” 
as the file name 



Choose 

Geogr^ic File 
as the file type 




Click OK 



After you click OK in the Save As dialog box, you’ll see status bars showing 
the software’s progress as it searches the Study Area Map for the addresses 
in your table. 

1 1 . When the software is finished, it will display a report of the records located. 
Click OK. 



Click OK 



T otal Records Exaatned 




Records Located 


l “,_ J 


Records Not Located 


[ 2,-1 


Records with Invajk! IDs 




Street Addresses 


[so ■' ] 


Intersections 


1 ® ' 
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Exercise 1 : Adding Local Resources to Your Map 



FYI 

The asterisks in the map 
layer dalaview (at right) 
and the asterisks on the 
map (next page) have 
opposite meanings: 

• In the dataview, the 
asterisk indicates that an 
address could not be 
geocoded. 

• In the map, the asterisks 
mark addresses that are 
geocoded. 



Now that the RESOURCE table has been geocoded, you’ll notice that there 
is a new dataview on screen. Whereas the first dataview shows the original 
resource table itself, the new dataview (below) represents the data in the 
new map layer that was created from the original table. 



iiniRrsniiRCK: 


1 












I Lowgitudit 




1 ADDRESS 




43 


•7662454^ 


^^49 BoRon Noilh 


1600 MounI Ropal Avenue 


Bidl 




2S 


•76637769 


39297822 SI. JohnAME 


BION. Canoillon Avenue 


Ball 




10 


•76638989 


3930597B SI. Poloi Catholic 


1546 N. Fiemont Ave. 


Ball : 




22 


•76643940 


^06233 SI. Giogoip Iho Gioal Dilh 1542 N. Gibnofo Slioal 


Ball ; 


0 


29 


•• 


•• 


1010 N. Poston SI. 


Ball ' 




3 


•76634447 


39295559 Enon Baplttl 


603 N. Schfoeder Street 


Ball 




IB 


•76642069 


39303279 Sharon BaplitI 


1313 N. Sliicket Street 


Ball ; 


0 


13 


•• 


- Maspd Ul-Haqq 


1635 North Wilson Street 


Ball 




57 


•76641944 


3930^54 Penn Noilh Ptaia 


1520 North Avenue 


Ball. 




17 


•76623706 


39306077 Blown Memoiial MelhocfisI 1 316 Paik Ave. 


Bal^ 




4 


•76632155 


39301 052|PiovideRce BaplisI 


j1401 Permsplvania Ave. 


Ball 




“ 


•76631246 


39300050 Woodland Slieal Apaflmenil 3(K) Pennsjdvania Avenue 


BaltL. 

« .Jsl 




J 











Lcx)king at the New Map Layer Dataview 

You’ll notice four differences between the original table and the new map 

layer dataview: 

• First, the dataview of the new map layer shows the name 
“RESOURCE:!” in the title bar. The software automatically named the 
new layer by adding “:l” to the end of the name of the original table, to 
keep the two distinct. (You’ll learn how to change this name in Exercise 
3.) 

• Second, the RESOURCE: I dataview has a column called “ID” which 
corresponds to the UNIQUE_ID column in the original table. 

• Third, RESOURCE: I has two new columns to the right of ID, 
indicating the longitude and latitude coordinates for each address. 

• Fourth, RESOURCE: I has a new column to the left of ID. This column 
contains an asterisk to mark each address in the table that couldn’t be 
geocoded because of missing or invalid address information. 

Looking at the New Map Layer 

You’ll also notice that the map legend shows the new map layer 

“RESOURCE: I .” The map now displays a large asterisk in the 

RESOURCE: 1 layer for each address in the table that it could find in the 

Streets layer. 
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Exercise 1 : Adding Local Resources to Your Map 




Saving Your Map 

In previous steps you were prompted by the software to save the geocoded 
table as a geographic file. Since you haven’t made any changes to that 
dataview, you don’t need to save it again. 

Remember, though, that a map file is not the same as a geographic file. (A 
map file uses geographic files as map layers.) Since you have changed the 
Study Area Map by adding a new geographic file, it’s a good idea to save 
your changes. 

12. Click on the map window for the Study Area Map to make it the active 



1 3. Choose File - Save As and save your map as resource.map in C:\my- 
data. 

Don’t close your map yet — you’ll be using it in the next exercise. 

Wrapping Up 

Congratulations — you’ve just learned how to open your own community 
resources data file, create a map layer showing your data, and save the file for 
use as a layer in other maps. 

In the next exercise, you’ll learn to alter the appearance of the map symbols that 
represent resource locations. 



window. 
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Exercise 2 



Customizing Your Housing Resources Map 



Introduction 

A map is an effective communications tool only if it is easy to understand. Much 
of your map’s effectiveness depends on how clearly your information is 
graphically presented. 

To help you make your map as clear and informative as possible, the software 
provides tools to tailor the graphical style of every element in your map, from 
individual map-layer features, to entire map layers and the map’s legend. 



S»udii Afc-^MaD 



Housing Resources 
Map Layers 

Stnaeta 

Q Study Area 1 
H Nelghborliood Raaounoea 

NH Resources 

Ciirlalian 



I 

^ Jewiali 

1 



Muallni 

Other 

0 . 100 .20 
Miea 



.30 



O Study Aiuii M^ip 



HIhID 




What You Will Learn in Exercise 2 

In the previous exercise, you created a map layer of local community housing 
resources. In this exercise you’re going to learn how to make the map 
communicate more clearly and effectively. You’ll learn how to: 

• Change the layer style of the map layer representing housing resources. 

• Use the Color Theme MapWizard tool to graphically communicate more 
information about map features. For example, housing resources provided 
by churches, synagogues and mosques will be represented by their 
traditional symbols. 

• Simplify and enhance the map legend by hiding layers, renaming other 
layers, and customizing the legend text. 
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Exercise 2; Customizing Your Hcxjsing Resources Map 




Steps 



In the following steps, you’ll make a layer-wide style change by replacing 
the default symbol with another symbol ( 0 ), for all of the resources 
shown on the map. 



Then, to make it possible to tell one kind of resource from another, you’ll 
assign three more symbols to different categories of resources. 



Making a Layer-Wide Style Change 



1 . Open your Study Area Map. 

To make changes to a map layer, it must be selected as the “working layer.” 



2 . 

3. 



On the main tool bar, select the layer “RESOURCE:!” in the working 
layer pull-down menu. 



Click the Layer Style button 




4. The Layer Style dialog box appears. (NOTE: You also can open the Layer 
Style dialog box by clicking the Map Layers button on the main tool bar, 
then clicking the Style . . . button in the Layers dialog box.) Make the 
selections indicated below: 




Choose the Caliper 
Cartographic font 



Choose 12pt as 
the icon size 



Choose the 
square-in-a- 
squareicon 

Choose black to 
color the icon 




Your map should now resemble the following map. Note that the “square-in- 
a-square” icons have replaced the asterisks in the legend and on the map. 
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Q Sluily Aiiin M«ip 



BIslD 



Map Layere 

0 \AMwArMi 
Sfrvftt 

i. jCoun^(Mgh Raa) 
' RspulotBd R806 
Q SkjdyArral 

1 R£8OUR0E;1 
0 . 100,20 ,8 0 




Showing Categories Within a Layer 

You’ve just seen how the symbol for a map feature is changed for an entire 
layer, using the Layer Style tool. This type of “layer-wide” style change is 
especially useful when you don’t need to distinguish different types of map 
features in a layer. But in our example, you might want to depict different 
types of housing resources with different symbols. 

The software allows you to assign different symbol shapes, colors, and sizes 
to different categories of map features (e.g., types of housing resources). To 
do this, the data view of your map layer must have a column of category 
information. 

You can see in the illustration below that the Resource dataview includes a 
column labeled “RELIGION.” Based on this column, all of the resources 
can be divided into four categories: Christian, Jewish, Muslim or Other (C, 
J, M, or O). 



inf:r.nuni:i::i 


I ADDRESS 


IptY 


1S42 N. Gilatofe Sliool 


Bofliiiioie 


603 N. Schioedof Stioet 


Baftlmofe 


1313 N. Siricfcof Stieel 


Biriljiiiofo 


1316PorliAve. 


Battimofe 


1401 Pofutsylvofiia Ave. 


Beilimoro 


100SW. Leitvette 


BeUhncHo 


718 W. Lol^ietto Avo. 


BatUmoio 


1121 W. Lanvate Streel 


BafthttOfo 


1210 W. LAmrale Slieel 


Boftimoto 


2S2S RnfiieV Slieel 


BaOimoto 


1111 W. Lofivala Slio^ 


BolUmofo 


1635 Nofth Wilson Slieel 


Boftimoio 






JsTMEjap 



MD 


21217 


MD 


21217 


MD 


21217 


MD 


21217 


MD 


21217 


MD 


21217 


MD 


21217 


MD 


21217 


MD 


21217 


MD 


21230 


MD 


21217 


MD 


21217 




TYPE _ 
Rel . sue 
Rel.. Sito 
Rel.. Sito 
Roi. Silo 
Rei. Silo 
Rel. Stto 
Rel. Site 
Rel. Site 
Rel.. Site 
Rel.. Sito 
Rel.. Site 
Rel. Site 
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Exercise 2: Customizing Your Housing Resources Map 




Changing the Color Theme 

To assign different styles to different categories of map features, you’ll use a 
tool called the “Color Theme Map Wizard.” 



5. 



Click the Color Theme MapWizard button 




on the main menu. 



The Color Theme dialog box appears. The Color Theme dialog box allows 
you to change the graphical style, as well as the legend text, for each 
category within a field. The field you’ll use is RELIGION, and you’ll find 
that there are four categories (C, J, M and Other) within it. 



6. Make the selections indicated below. Note that the software refers to 
categories as “classes” in the Color Theme dialog boxes. 



Choose the field 
RELIGION 



Choose the 
method List of 
Values 



Set the number of 
Classes to 4 




Culoi TiHiiiMi (Lfiyei : RESOURCE:!) 




RELIGION 


n 


[r oK^j 






[f I 


List of Values 


^ 



rCjt.lVfa! 
pu7 iuLrC: 

ojjj lit) 



Qear 






Manual., \ 



k 



Click Style 



After you click the Style... button, the Color Theme Style dialog box will 
appear: 
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Exercise 2: Customizing Your Housing Resources Map 



Changing the Map Legend Text for Each Category 

When subcategories of a map feature are displayed in a map layer, the 
software provides the option of displaying the names of the categories, and 
their symbols, in the map legend. 

7. To re-label your housing resource categories, choose a “Class” (religion 
category) in the scrolling list on the left-hand side of the dialog box, and 
then re-type the label In the Legend Text field. For example, replace “C,” 
with “Christian.” 

After you have completed one class, do not click OK and do not hit 
ENTER — simply repeat the process so that the “J” and “M” are replaced 
by “Jewish” and “Muslim,” respectively. 



Choose a class 
here... 



...then retype the 
legend text here. 
Rep^tfor each 
teligioa 



Choose a class 





n Olhei !£: 




■1 


0 M, 






\ 




< Lebend Test 


\r 1 1 



~ I lL--lt»^--'-.-ll 



Eppf Symbol | Cancel | 



CokH Sets- 



\hm [_ 



3 



31 



I [^« Previous I! Nerf » | 

[I I 



Changing the Map Symbol for Each Category 

When you have changed the legend text for a religion category (“class”), the 
Color Theme Style dialog box should look like the illustration below. 

Next you’ll assign a new symbol to three of the categories. 



8. Choose one of the classes on the left and click Style. . . . 



Choosea 
class here 

Then dick 
Style 




Choose a class 




o 
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Exercise 2: Customizing Your Housing Resources Map 




The Style dialog box for an individual class will appear. 

9. Under Font, choose Caliper Cartographic, then scroll through the icon list 
on the left-hand side of the dialog box until you find the religious site 
symbols shown in the illustration below. Make the following selections 
and click OK. 



Choose the Caliper 
Cartographic font 



Choose 

12pt 



Choose 
an icon 



Choose a 
color 



Click OK 





10. After clicking OK, you are returned to the Color Theme Style dialog box. 
Select another class, click Style again, and repeat the process for each 
class (choosing a different color for each) until the Color Theme Style 
dialog box appears as shown below. Then click OK. 



Click OK 



Choosoa dan 




Joviith 






Legend Taitt- 



[Murfiin 



Coloi Sets 

Lo/r 










H« PfevtoM»|^ M«d » 
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Exercise 2: Customizing Your Housing Resources Map 



Now your map and legend should resemble the following illustration. If 
your legend does not reflect the changes you made, select the Pointer Tool, 
double-click the legend, and make sure that the option “Thematic Maps” is 
selected in the Legend Settings dialog box; then click OK. If the legend 
does not reflect the changes you have made, double click the Show/Hide 
Legend button in the main menu toolbar. Your legend and map should now 
reflect the changes you’ve made: 



jCj Sliidv Aioa Mnp 



HlflQ 



^ Jewi al'i 
^ Mu all m 
Ollier 

0 .20 



.40 



’otudii M -iP 



Map Layers 

I I Water Area 
Slreela 

[^1 County (High Rea) 

Populated Race 
G3 Study Area 1 
[§ RESOURCEri 

RES0URCE:1 RELIGION 

J Chrialian 



.60 



Milea 




Hiding Unnecessary Map Layers 

The map and the legend now communicate much more information than 
when we started. But a glance at the legend tells us that the map could be 
made even clearer: 

• First, several of the legend items don’t actually show up in your map in 
your neighborhood study area: there are no bodies of water, county 
lines, or populated place symbols in the study area. These map layers 
are unnecessary for this exercise and only clutter the legend. 

• Second, the legend doesn’t have a main title. As is true of any 
document, a title can make the legend, and the map as a whole, more 
comprehensible. 

• Third, the layer name “RESOURCE: 1” and the second subtitle in the 
legend, “RESOURCE:! RELIGION” are potentially confusing. 

You’ll remedy these shortcomings in the next few steps, by hiding unneeded 
layers, renaming another, and editing your legend. 
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Exercise 2: Customizing Your Housing Resources Map 




11 . 



Choose the Map Layers button 




on the main tool bar. 



12. The Layers dialog box will appear. One by one, select and hide each layer 
except Streets, Study Area 1 and RESOURCE: L Click Close. 



Click on a 
layer here.. 



...then click 
Hide Layer 



Click OK 



Water Area 


Autoscale 




Streets 


Autoscale 




County IHtflh Retl 


Autoscale | 




CDF Node Layer 


Hidden i 




Highway 


Autoscale 




Interstate Xtec... 


Hidden ^ 




Study Area 1 


1 , 





iFle: D:\CCPPL.CDF 




Your map legend should now look like this: 




Map Layers 

Slreeta 

CT Study Areal 
d RESOURCE:1 

RESOURCE:1 RELIGION 

j Chrialian 
^ Jewiali 
^ Mualim 
^ Oilier 

0 .20 .40 .60 

Milea 



FYI 

Changing the map layer 
name does not change the 
name of the geographic 
file. 



Renaming Your Housing Resource Layer 

Remember that the map layer name “RESOURCE: 1“ was created 
automatically by the software, from the file name of the original table. The 
file name was limited to eight characters, but you can give the map layer a 
more informative name in the legend by using more than eight letters. 
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Exercise 2: Customizing Your Housing Resources Map 



13. Click the Map Layers button on the main toolbar. Scroll through the list 
on the left-hand side until the RESOURCE: I layer is visible. Select 
RESOURCE:!, then click the Rename button in the lower right corner of 
the dialog box. 



Choose the 

RESOURCE:! 

layer 



Click Rename 




14. The Rename Layer dialog box appears. Enter “Neighborhood Resources” 
in the New Name field and click OK. 



^^lghborhood 

Resources 



Rename Layer 



Old Name [RESOURCE:! 



^iNew Name 



Neighborhood Resources 




/ Canctd 



Click OK 



15. You are returned to the Layers dialog box. Click Close. 

The next time your map legend redraws, it should look like this: 



Your re-named 
laver 
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Exercise 2: Customizing Your Housing Resources Map 




Editing the Map Legend 

Next you’ll add a title to the map legend, edit the subtitles, and change the 
style of the legend text. 



16. Select the pointer tool 

directly on the map legend. 



from the Maptitude tool box and double-click 



The Legend Settings dialog box appears. 



1 7. Make the choices indicated below, then click the Subtitles button in the 
lower left-hand corner of the dialog box. 





18. The Legend Subtitles dialog box appears. Make the selections below and 
click OK. 





Legend Subtiltus E3 j 










Select 


SufalMes 


Map Lapers ti^^ l 


IVOR I 


RESOURCE: 1 
RELIGION 




nanoiincr i: nEunioN m\ 








I 






/ 


Enter title N.H. 

Rpcniirrpft 






I 


[ NewtiUa |NH Resouices H 
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19. You are returned to the Legend Settings dialog box. Click OK. 
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Exercise 2: Customizing Your Housing Resources Map 



Your map legend should now resemble the illustration at left, below: 



S(ijd<] Aih.u MoD 



Housnq Resources 
Map Layers 

Streets 

Qj Study Area 1 
SI Neighbodiood nesouroes 

NH Resources 

2 Christian 
^ Jewish 
^ Muslim 
Oihsr 

0 .100.20 .3 0 
Mies 




Wrapping Up 

In this exercise, you learned to make your map easier to understand by changing 
layer styles, using the color theme to make your symbols more informative, and 
editing and modifying your map legend. We recommend practicing these 
techniques in other exercises and with your own maps, to make your maps 
clearer and more informative. 



Chapter Four Summary Questions 

1 . Each record must contain a Unique ID or serial number before the software 
can geocode the records within the file. True or False 

2. What are the necessary fields a dataview table must include to be geocoded? 

3. An asterisk on a dataview carries a different meaning from an asterisk on a 
map. Explain this difference. 

4. Use the button to assign different styles to different 

categories of map features. 
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CHAPTER 




Proposing My 
Own Projects 

Introduction 

Planning and mapping proposed projects often starts with information 
on a piece of paper. The software offers several alternative ways to 
locate points on a map. You can store and display information about 
each project using tables or forms built into the software, or you can 
start with just enough information to pinpoint proposed locations on a 
map. At the same time. Community 2020 allows you to make a database 
for additional information to be added later. 

Problem Statement 

You re preparing information to attend an upcoming public hearing on 
economic development proposals for neighborhood “X”. After 
reviewing the plans submitted by local developers, you decide to 
present some alternative sites. You need to plot the alternative sites and 
rush to a 24 hour copy center to get poster sized blow-ups before the 
evening meeting. How do you get started? 

What You Will Learn in Chapter 5 

• How to locate a proposed project by address and display it on a 
map. 

• How to save information about the proposed project using the 
Proposed Project form. 

• How to locate a proposed project by pointing to a spot on the map. 

• How to locate a proposed project in relation to a feature that is 
already mapped. 

• How to save the information you have entered as a database file so 
you may edit of display it in a table. 



Exercise 1 : Proposing My Own Projects 



IN THIS CHAPTER 



Introduction 

Exercise 1: Proposing My Own Projects 






Preparatory Steps 



Using the Map Library tool, open the following map: 

Location: Study Area 

Map Category: Community Development Maps 
Map: Metropolitan Community Projects 

In order to enter data into a Proposed Project form, you must have this 
map open, which includes the User Project Layer. 

Add the file stdyarea.dbd, located in C:\my-data , by clicking on the 
Map Layers button in the main menu toolbar and clicking the Add 
Layer button in the resulting dialog box. Change the style of your 
Study Area 1 layer (it is imported with a default black hairline style) 
with the Style button on the main menu toolbar, in order to better view 
it. 

Steps to Add a Project for which you know the 
street address: 



Click the User Projects button in the HUD tool box. In the 
resulting dialog box, choose Create a new User Project. Click 
OK. 



2. All data boxes are optional except for Project Title and Location 
Type. Click in the Project Title box and type “Test 1”. Under 
Location, click on the drop down area opposite Type. Click on 
Addresses. Then click Add... 




3. You need to enter the Street Address and Zip Code in the Address 
Info dialog box. You do not need to provide the city or state. For 
this example, type “1547 Argyle Avenue” under street and 
“2I2I7’ under ZIP Code. Click OK. 
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Exercise 1: Proposing My Own Projects 



4. The software will confirm that it successfully located the address. 

Click OK. 

5. In the Proposed Projects dialog box click Save to add the proposed 
project to the User Projects layer. This project will now appear 
whenever you add the User Project layer to any map. 

Steps to add a project for which you know the 
location on your study area map: 

6. A number of new options are now active in the Proposed Project 
dialog box. For example, the Edit button could be used to add more 
information about this project. Another location could be added 
with the Edit function, but the software only permits one location 
type per proposed project. Click New to open a blank Proposed 
Projects form. 

7. Give this new project the title “Test 2” under Project Title. 
Choose Map Coordinates as the Location Type. Click Save. 

8. You can return to your map using either the Map All or the Close 
button. Choose Close to return to the location and scale from 
which you began entering data on user proposed projects. Test 1 
will be displayed on your map. 

9. Assume that Test 2 is located Just southeast of the cluster of HUD 
projects that includes Reservoir Hill, in the large triangle at the 
north boundary of the study area. Click the Add Project Location 



triangle and click FIRMLY. Click OK in the Add Coordinate to 
Project dialog box. Test 2 is now added to your map. 





A RESERVOIR 




Steps for Finding a Location to Add 
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Exercise 1: Proposing My Own Projects 



Assume that Test 2 has another proposed location. You don’t 
know visually where it is on the map, but you know its location in 
reference to a feature that is part of the data stored in the software. 
For example, a recreation center or park might be next to a school, 
hospital, or other prominent landmark. Another proposed or actual 
location might be in the middle of a Zip Code or other area feature. 



10 . 



Click on the Find tool ^Mion the main tool bar. Select 
landmark from the “Find An” section of the dialog box, and 
type in “WOMANS HOSPITAL”. Click OK. The map will 
redraw, with the map feature you selected. Womans Hospital, in 
the center marked with a blue circle. 




(NOTE: In order for the Find tool to work properly, you must 
enter the reference exactly how it is listed in the Census landmark 
file. In this case, the name “WOMANS HOSPITAL” does not 
contain an apostrophe.) 



1 1 . Choose User Projects as the Working Layer in the pull-down 
menu o n the main tool bar. Click on the Add Project Location 



button LsJ in the HUD tool box. Place the cursor directly 
across the street from the blue circle and click FIRMLY. Test 2 
is the choice provided in the resulting dialog box because it is the 
only user project with Map Coordinates specified as the Location 
Type. Highlight Test 2 in the dialog box, and click OK. 
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Exercise 1 : Proposing My Own Projects 



Steps for Saving a Data Base File (.dbf) 



12. Make sure User Projects is the Working La yer sh own on the 



tool bar. Click the New Dataview button 
bar to display the information you entered. 
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13. Choose File-Save As from the main menu. In the Save As dialog 
box, select dBASE under List Files of Type. Under drives, select 
C: . In the Directories section, double click on the folder 
my_data to open it. Call the file userproj.dbf and click OK. 




Wrapping Up 

In this chapter you learned three methods to locate points on a map. 

You also learned how to use the map, the Proposed Projects form, and a 
data table to save and display information. 

Chapter Five Summary Questions 



1 . Each project must be geocoded by a single type of location (e.g.. 
Map Coordinates). True or False 

2. There are several types of locations for projects that do not have a 
specific address. True or False 

3. A project can be located at more than one lacation. True or False 



4. To locate project records on a map, you must first open a map that 
includes . 
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CHAPTER 



Analyzing My Community’s 
Demographics 




REQUIREMENTS 
FOR CHAPTER 6 
The exercises in this 
chapter assume you have 
read Chapter I and 
performed the exercises 
in Chapter 2. The. 
exercises you will 
perform in this chapter 
use files and maps you 
created in Chapter 2. 



Introduction 

This software is helpful in that it allows you to extract and separate the 
information relevant to your project from the rest of the region. You can isolate 
the data behind the maps as well as map features themselves. In the first 
exercise, you will extract the block group data for only the Study Area from 
Chapter 2. In the second exercise, you will isolate map features of Baltimore 
from the rest of the region in order to present a clear and presentable display. 

Problem Statement 

The Planning Committee has Just rejected a preliminary housing proposal to 
receive grant funding based on the lack of specific demographic information. 

You are preparing documentation of three separate neighborhood’s demographic 
statistics to support the supplemental application submission. The neighborhood 
includes partial census blocks. How do you get started? 



What You Will Learn in Chapter 6 

• In Exercise I you’ll learn how to display demographic statistics of the Study 
Area created in Chapter 2. To make the Census data correspond to the 
Study Area, you’ll learn how to “trim” the Census block groups along the 
Study Area boundary. You’ll also learn how to view demographic statistics 
of the Study Area in a Dataview table. 

• In Exercise 2 you’ll learn how to create a map showing only the area of your 
choice, without the surrounding areas. The exercise uses the City of 
Baltimore as the example to create a boundary layer of the city. Layers are 
then added to show information pertaining only to the City. Finally, you 
will add the map as part of a new category to your Map Library 



In This Chapter 



Exercise I: Displaying Community Statistics 6-3 

Exercise 2: Displaying Only Your Community 6-14 







Exercise 1 



Displaying Community Statistics 



DEFINITION 

Aggregate: 

To add or average 
information from several 
areas or locations. 



Introduction 

You probably know that the software can create maps showing demographic 
information — for example, the number of unemployed in each block group of 
your community. But the software also includes a simple and powerful tool — the 
Dataview Statistics command — that you can use to “aggregate” information 
from all the map areas that make up a community. 

For example, if one of your map layers shows unemployment data by block 
group, you could use the dataview statistics command to find the total number of 
unemployed in all the block groups. You could also find the average level of 
unemployment per block group, or the maximum number of unemployed in any 
one block group, or a variety of other statistics. 

This is most straightforward when your community happens to be a predefined 
geographic area, such as an entire county. But with the tools and techniques 
demonstrated in this chapter, you can even tailor your statistical queries to your 
own, customized community boundaries. 



DEFINITION 

Block group: 

A cluster of blocks within 
a Census Tract that 
typically contains between 
1 50 and 200 housing units. 

In the Study Area defined 
in Exercise 4 of Chapter 2 
there are 23 block groups. 
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Exercise 1: Displaying Community Statistics 




What You Will Learn in Exercise 1 



In this exercise you’ll find an estimate of the number of children in poverty and 
under the age of five, living within the Study Area you defined in Chapter 2. To 
arrive at this goal, you’ll learn how to: 

• Use the Select by Pointing tool to select block groups in the Study Area 

• Create a geographic file of the Study Area block groups 

• Use map editing tools to trim block groups along the Study Area boundary 

• Display a table (or “dataview”) of statistics for the custom-defined 
community 



Steps 



Community Statistics Essentials 

There are four basic operations that you’ll perform to generate statistics for a 
custom-defined community area: 



1 . Open a map with block group census data. 

Since the Study Area Map doesn’t include census data, you’ll simply open 
the Study Area Map and add the map layer of census data by block group. 




2 . 



Create a geographic file of only local block groups. 

You’ll select all of the block groups inside or partially inside the study area, 
then save these block groups as a geographic file, and add the file as a map 
layer.^ 



3. Trim the block groups. 

You’ll use map editing tools to “trim off’ the parts of block groups that 
extend beyond the study area boundary. 



4. Open a dataview and select DataviewStatistics. 

You’ll open a dataview, or table, of the study area block group layer. Then 
use the Dataview - Statistics command to open a second table. The second 
table shows statistics for your study area “aggregated” (added or averaged) 
across all the block groups in the study area. 



By scrolling through the dataview statistics table, you’ 11 be able to look up 
statistics for the study area as a whole, such as the estimated number of 
children in poverty, under the age of five, living in the study area. 
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Exercise 1: Displaying Community Statistics 



Opening the Map 

I , In the Map Library, open the Study Area map you created in Chapter 2. 
If necessary, hide the Neighborhood Resources layer you created and saved 
in Chapter 4, Then the Study Area map should resemble the illustration 
below: 




Adding the Block Group Layer to the Study Area Map 

Next you’ll add a map layer that contains demographic information. The 
layer is called “Block Group,” and it contains demographic information 
from the US Census, for groups of city blocks. A small block group may 
contain half a dozen city blocks; a large one might have fifteen to twenty 
city blocks. 



2 . 



Choose Map - Layers or click the Map Layers button 
tool bar. 




on the main 



3. The Layers dialog box will appear. Click the Add Layer button in the 
dialog box. 



Click Add Layer 
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The File Open dialog box appears. 
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Exercise 1: Displaying Community Statistics 



4. The block group data is in a geographic file called “ccbg.cdf ” To locate 
this file, choose the drive containing your CD-ROM, then select the 
“Geographic” file type, and select the file “ccbg.cdf. Click OK 



TIP 

For more information on 
changing the appearance of 
boundary lines, refer to 
Chapter 2, Exercise 4, Step 



II. 



5. You are returned to the Layers dialog box. A new layer. Block Group, is 
shown in the left-hand pane of the dialog box. To allow yourself to work 
more easily with the block group layer, select the layer name on the left.and 
click the Style button. Change the Border Width to 2 points, and select 
a color that contrasts with your Study Area polygon. 

Your map window should now resemble the illustration below. 



Block groups 




Selecting Block Groups in the Study Area 

In the following steps you’re going to select just the block groups that are 
inside or partially inside the Study Area. 

Make sure that Block Group is the working layer by choosing it (if it does 
not already appear) in the Working Layer pull-down menu on the main 
toolbar. 



£iid £(£t MdP Caitoview L^out loots ^tndow HUD 
Block Group 
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Choose Block Group 



6 . 




Choose the Select by Pointing tool 





from the Maptitude toolbox. 
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Exercise 1 : Displaying Community Statistics 



7. Click in a block group which is at least partly contained within the 
Study Area boundary. The block group will appear shaded to show that it 
has been selected: 



Click in any block group 
wHhin the Study Area 




In the next step, you’ll select additional block groups within, or partially 
within, the Study Area boundary. 

8. Holding down the Shift key, click once in every block group that lies 
within or partly within the Study Area boundary. When you are 
finished, your map window should show a region shaded as in the following 
illustration: 



Shift<lick each block group 
in or partially within the 
Study Area 
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Exercise 1: Displaying Community Statistics 




FYI 

Remember that there are 
two types of geographic 
files: 

Standard geographic files 
are editable. Standard 
geographic file names end 
in “.dbd.” 

Compact geographic files 
are small and fast to 
display, but can not be 
edited. Compact 
geographic file names end 
in “.cdf.” 




Saving the Selected Block Groups as a Geographic File 

Now that you’ve selected the block groups in the Study Area, you can 
“Export” (save) them as a geographic file that you’ll edit later. 



9. Choose Tools - Export from the main menu. The Export dialog box will 
appear. Make the choices indicated below and click OK. 




Choose to export 
Selection 

Choose Standard 
Geographic File 

Choose to include 
buitt-in data 



Click OK 



10. The Save As dialog box appears. Make the choices indicated below and 
click OK. 
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Adding the Study Area Block Groups Map Layer 

Now that you’ve saved the selected local block groups as a geographic file, 
you’ll add the file to your map as a layer so you can display it. You also 
edit, or “trim” the layer to tailor it to the Study Area. And since you won’t 
need the original Block Group layer, you’ll drop that layer first. 



1 1 . Click on the Map Layers 






button on the main tool bar. Select the 
layer Block Groups and click the Drop Layer button. Don’t close the 
Layers dialog box. 



12. Next — while still in the Layers dialog box — click the Add Layer button. 



lOO 

O 

ERIC 
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Exercise 1: Displaying Community Statistics 



13. The File Open dialog box wiil appear. Select the geographic file 
“ch6exl.dbd” that you just created (it should be in the “my_data'’ 
subdirectory on your C: drive) then click OK. 

14. Make sure Block Groups is your working layer, and click the Style button 
in the Layers dialog box. Change the width and color of the border to 
make the block groups more visible, as you did in Chapter 2, exercise 4, 
step 1 1 . 

15. Close the Layers dialog box. Your Study Area Map should resemble the 
illustration below: 




16. Make sure that the new layer you added is the working layer shown on the 
main menu. It will be named “Block Groups” since the selection was 
exported from the Block Groups layer. 



Trimming the Study Area Block Groups 

In the following steps you'll trim off the parts of block groups that extend 
past the study area boundary. To do this, you'll use the Add Area map 
editing tool that you used in Exercise 4 of Chapter 2. 

The key to understanding the following steps is this: when you use the Add 
Area tool to draw a new boundary that crosses an existing area, the Add 
Area tool simply cuts the existing area into two new ones — with the line 
drawn by the Add Area tool forming the boundary between the two areas. 

In the following steps, you'll use the Add Area tool to draw a map boundary 
that crosses block groups along the study area boundary. Every block group 
that straddles the study area boundary will be cut into two “sub” block 
groups — one inside the study area, one outside, In later steps, this will allow 
you to delete the parts outside the study area. 
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Exercise 1: Displaying Community Statistics 



1 7 . Choose Tools - Map Editing from the main menu. 



18. The Map Editing tool box appears. Select the Add Area tool 
the Map Editing tool box. 



from 



The Add Area and other map editing tools and buttons you’ll use in this 
exercise are described below: 



The “Add Area” tool extends your 
boundary with each mouse click. 
Double-clicking closes the polygon 



The “Modily Area" tool is 
used to select and move 
points and line segments of 
your area boundary 



The green traffic light 
(“Save Edits") confirms 
your map changes 




The red traffic light (“Cancel — 
Edits") “undoes your last 
map ^its 



19. Starting on the upper left-hand corner of the Study Area boundary, click 
once on each corner of the Study Area, and twice on the last point. This 
is the same boundary outline you traced in Exercise 4 of Chapter 2, but this 
time you can simply follow your outline instead of searching for street 
intersections. 



20. When you have finished, your map should resemble the illustration below. 

The dots that have appeared on the block group boundaries indicate that you 
are editing them, but you must still click the green traffic light on the Map 
Editing toolbox to save your edits. If you need to redo the previous step, 
click the red traffic light to cancel your edits. 



Block group boundaries 
show dots before edits 
are saved 
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Exercise 1; Displaying Community Statistics 



When you click the green traffic light to accept your edits^ the 
software may pause for a moment. Then the dots on the block group 
boundaries will disappear, and your map window should look like the 
illustration below: 



Block groups 
split into two 
areas, with new 
boundaries 




Deleting Block Group Portions Outside the Study Area 

If you look closely, you can see that each of the six block groups you cut 
with the “Add Area” tool are now two areas — one area on the outside of the 
Study Area boundary and one on the inside. 

Next you’ll eliminate the areas outside the study area. 

2 1 . Select the Delete Area tool from the Map Editing tool box. Check the 
Data Update option. 

Choose the 
Delete Area tool 



Check the Data 
Update option 
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Exercise 1: Displaying Community Statistics 



22. Click in the part of each block group that is outside the Study Area. 

Unlike the selection tools, with the Delete Area tool you don’t have to hold 
down the shift key to choose more than one area to delete. 

Also unlike the selection tool, when you click on an area with the Delete 
Area tool, instead of shading the area to show it has been selected, you will 
notice that the boundary color of each selected area has changed. When you 
have selected all the areas to be deleted, your map should look like this: 



Areas selected with 
the Delete Area tool 




23. 



Click on the green traffic light 

your edits. 




in the Map Editing tool box to save 



Your map should now resemble the illustration below: 




Now your Block Group layer reflects only the area contained in the study 
area. The census information associated with those block groups is still 
built-in. But for block groups that were trimmed, the software has adjusted 
the population assumptions in proportion to how much area was trimmed. 



• <'■. ' 
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Exercise 1: Displaying Community Statistics 



For example, a block group that was trimmed to half of its original size is 
now assumed to have half the number of residents of the original block 
group. (The population and other information that the software calculates 
for the trimmed block groups is only approximate, but on average it will be 
reasonably close.) 



Opening Datavlews of the Study Area Block Groups 

Next you’ll view a dataview (a kind of on-screen table) of all the census data 
for the Study Area. The dataview will list, in a dataview table, the categories 
of information that you just added (and “trimmed”) to your study area. 



24. First, make sure that the working layer is Block Groups. 



25. 



Click the New Dataview button 



on the main tool bar. If the new 



Dataview dialog box appears, choose a table. A “Block Group” dataview 
will appear. Each row in the dataview corresponds to one block group — or 
portion of a block group — in the Block Group layer you created. 



Reading across each row, each column contains one piece of information 
about the area. For example, each area has an ID number in the first column 
Other information categories include the block group’s land area in square 
miles and a variety of other geographic and census data. (In fact there are 
over six hundred columns of data for each Census Tract or Block Group in 
the software.) 
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Next, you’ll display the “statistics” of the block groups in your study area 
dataview. The Dataview - Statistics command takes information for all the 
areas in the original dataview and calculates various statistics (average land 
area, average income, etc.). 

Also, instead of having one row for each of the block group areas, and a 
column for each category of information, the statistics dataview has one row 
for each category of information, and a column for each of the different 
statistics (average, maximum, minimum, etc.). 

26. To determine the approximate number of children under 5 in poverty in the 
Study Area, select Dataview-Statistics from the main menu. This opens the 
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Exercise 1 : Displaying Community Statistics 



Save Statistics Table As dialog box. Assign the file name ch6exl.dbf to the 
data base file this step will create. Click OK. 

A new dataview window will appear with a name such as “Statistics for 
Dataview Block Group.” This is the statistics dataview of the block groups 
and portions of block groups in the Study Area. 
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27. Scroll down about three quarters of the way through the dataview to 

find the field “[P Bel. Pov. Lev.: <5].” This is the number of persons below 
the poverty level who are under five years of age. 

The third column, with the heading “SUM,” shows the total number of 
children in the study area that are in poverty and under five. 



Wrapping Up 

In this exercise you’ve learned a new way to apply some of the tools and 
techniques you learned in Chapter 2; You added a layer to your map, selected a 
portion of the areas in that layer, and saved or “exported” the selection as a 
geographic file. Then you applied the file to your map as a layer in its own right. 
This is a simple but powerful technique with many applications. Use it whenever 
you need to display or analyze the information from a local subset of a map 
layer. 

Then you edited the new map layer — by cutting block groups to fit your Study 
Area almost perfectly — so you could display dataview statistics adjusted for the 
Study Area. Here again, you have learned a powerful technique with many 
applications. It can be used whenever you need to generate tailored data and 
statistics for your own community. , .without doing any math ! 



lOS 
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Exercise 2 



Displaying Only Your Community 



1 . 



2 . 



3. 



What You WbBI Learn in Exercise 2 

In this exercise you’ll learn how to create a map showing only the area 
of your choice, without the surrounding areas. This builds on Exercise 
1 . The exercise uses the City of Baltimore as the example to create a 
boundary layer of the city. Then, layers are added to show information 
pertaining only to the City. Finally, you will add the map as part of a 
new category to your Map Library. To do this exercise, you’ll use the 
tools and skills you learned in the previous exercises: 

• Use the Select by Pointing tool to select the city boundary as a map 



• Develop new layers showing just the city area. 

• Add the resulting map to your Map Library. 



Steps 

There are three basic operations that you’ll perform to develop your 
own map. 

Create a map showing the boundaries of the City of Baltimore. 

You’ll create this map by using the Map Library to open a General 
Purpose Map of Baltimore , then select and export the city boundary as 
a map layer. 

Create a geographic file showing only data within the Baltimore 
city area. You’ll add a new layer and export just the Baltimore portion 
as a geographic file, and add the file as a map layer. 

Add the Baltimore City Map to the Map Library. 

You’ll select the Location to Display, create a new map category, then 
place the city map in the Map Library. 



layer. 
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Creating the Map 

! . In the Map Library, make the following selections: 



Location to Display = Baltimore 
Map Category = General Purpose Maps 
Map = Area Map 



2. First, make sure the active layer is the Census Place layer 
Next, click the Select by Pointing tool in the Maptitude tool box 
and click anywhere inside the boundary of Baltimore City. The 
Baltimore City area will be highlighted in red as the selected area. 



3. Choose Tools - Export on the main menu. The Export dialog box 
will appear. Make the choices below and click OK. 



4. The Save As dialog box appears. Save the geographic file as 

balt.cdf. 

5. Now that you’ve saved the selected city area as a geographic file, 
you won’t need the original map. Choose File - Close All on the 
main menu. 




Export Cenisus Place Geography 
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OK 



Cancel 
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Opening the geographic file as a map layer 



O 

ERIC 



6. Choose File - Open or click on the File Open 



& 



button on the 

main tool bar. Make the choices indicated below and click OK. 
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7. Maximize your map window. The map should now look like this: 
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8. Click on the Map Layers 



button on the main tool bar. 



Click Rename and type “Baltimore” into the text box provided, 
and click OK. 

9. Remaining in the Layers dialog box, click Style. Change the Fill 
Style from None to Solid. Then, change the Fill Color to a light 
yellow, then click OK. Close the Layers dialog box. 
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10 . 



Choose File - Save As on the main menu, and name the file 
balt.map. Save the file in C:\My_data. 



Adding a New Layer to the Map 

Now that you’ve saved the city area of Baltimore as a map, you’ll 
select additional layers from the CD-ROM Drive to add to your 
map. The next eight steps call out actions to add the interstate 
highway layer to your map. You can use these same steps to add 
any layer to your map. 



1 1 . Click on the Map Layers 



button on the main tool bar. 



Select the Add Layer button. Be sure to choose the drive where 
your CD-ROM is located, then select ccishwy.cdf. The Layers 
dialog box should look like this: 





Interstate Xsec... Hidden 
interstate Highway 



File: C:V^Y_DATA\BALT.CDF 



Note that the Interstate Highway layer has an additional hidden 
layer called Interstate Xsec.... which always accompanies the 
Interstate Highway layer. 

12. Click on the Close Button to redraw your map with the Interstate 
Highways layer added. 




110 
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13. Choose Dataview - Select by Location from the main menu. The 
Select by Location dialog box will appear. Make the choices 
indicated below and click OK. 



SdecJ by Lucobon (Loyci: Higbwoy) 
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§.elc»ction Set I Selection 






Selection Method |Cteate Set 
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Cancel 



14. The Interstate Highways selected will appear in red. To improve 
the appearance of your map, you may wish to select additional 
sections of the Interstate Highways just outside the boundary of the 
City. To do this, click the Select by Pointing tool while holding 
down the Shift key to add these highway sections to your map. 

Saving the Interstate Highways as a Geographic 
File 

Now that you’ve selected the Interstate Highways for the Baltimore 
area, you can “Export” (save) them as a geographic file that you 
can use as a layer on your maps. 



15. Choose Tools - Export from the main menu. The Export dialog 
box will appear. Save the Interstate Highways as a Compact 
Geographic File by accepting the defaults which appear in the 
Export dialog box . Click OK. 
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16. The Save As dialog box appears. Make the choices indicated 
below and click OK. 



Save As 



File ILame: 
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Adding the Interstate Highways Map Layer 

Now that you’ve save the selected interstate highways as a 
geographic file, you’ll add the file to your map as a layer so you 
can display it. Since you won’t need the original Interstate 
Highways layer, you’ll drop that layer first. 



17. Click on the Map Layers 



button on the main tool bar. 



Select the layer Interstate Highways and click the Drop Layer 
button. Don’t close the Layers dialog box. 



18. Next - while still in the Layers dialog box 

button. 



click the Add Layer 



19. The File Open dialog box will appear. Select the geographic file 
“ishwysxdf’ that you just created (it should be in the “my_data” 
subdirectory on your C: drive) then click OK. 



20. Make sure Interstate Highway is your working layer, and click the 
Style... button in the Layers dialog box. Change the interstate 
highways to look the way you want. When you’ve finished, click 
OK. Then close the Layers dialog box to redraw your map. 



2 1 . Choose File - Save or click on the File Save 
main tool bar to save your work. 



button on the 



Adding Your Map to the Map Library. 
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When you have finished your map, you can add it to the Map 
Library for easy access later. You probably will want to modify 
the map again in the future to display additional features. To do 
this, you will want to save the modified map under a new name. 
Also, by creating a new map category in the Map Library, you will 
have a quick and orderly way to display all your maps from one 
access point. 



22. Choose HUD - Map Library or click the Map Library 
button in the HUD tool box. 

23. The Map Library dialog box is displayed. The dialog box 
includes a list of markers under Choose the Location to Display. 
Since you began the process of making your own maps by choosing 
the “Baltimore” marker, you will want to select this same marker. 
Remember, you have not changed this marker from its original 
setting. Don’t close the Map Library dialog box. 



24. Next - while still in the May Library dialog box - click the 
Content button located at the bottom center of the dialog box. 

25. Adding your own category to the Map Library provides you with a 
orderly filing system for storing and quickly accessing your maps 
for display. Click on the Add button located at the top right 
corner of the dialog box. The Add a New Category dialog box will 
appear. Type Baltimore Maps, then click OK. 

26. Now click on the second Add button located midway on the right 
side of the dialog box. The Choose a Map to Add dialog box will 
appear. Make the selections at they appear below, then click 
OK. Don’t close the Map Library dialog box. 
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27. Next, under Map Settings at the bottom section of the Choose a 
Map to Add dialog box, highlight “New Map” and type 
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Baltimore City Map, then click OK. A Confirm dialog box will 
appear. Click the Yes button to add this map to your Map 
Library. 



Wrapping Up 

In this exercise you’ve learned how to use many of the tools and 
techniques you learned in previous Chapters to create a map showing 
only the area of your choice, without the surrounding areas. 



Chapter Six Summary Questions 



1. You are able to determine the population characteristics of any area 
you define. True or False 

2. You can modify any map layer as long as it is saved as a Compact 
Geographic File. True or False 

3. List three custom maps that you would need to create relevant to 
your work. 



4. The Map Library can be used as a way to file and organize your 
maps. True or False 




5. 



You can add your own map categories and maps to the Map 
Library using the button. 
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CHAPTER 







Using the Software to Prepare Your 
Consolidated Plan 

Introduction 



The Consolidated Plan Grantee Version of Community 2020 is provided to you, a 
HUD grantee, so that you can research and organize the information that you need 
when submitting your Consolidated Plan and annual Action Plans. Grantees are 
able to present large amounts of complex planning information in a way that the 
people they serve can easily understand. This chapter explains how to use the 
forms needed for preparing and submitting your projects and activities to HUD. 



You are a new hire at the planning department in City X. Your very first task is to 
prepare the necessary forms and documentation for your City’s Consolidated Plan. 
Your supervisor has presented you with a new GIS software. Community 2020 and 
has giving you a 5-day deadline to complete a final draft. How do you get started? 



Introducing the Grantee Version of 
the Software 



What Is a Grantee? 

The four major HUD/CPD programs assign different titles to those entities that 
receive funding through various HUD programs. For the purposes of the User 
Guide, a grantee is a recipient of any one of the four major HUD programs: 

• Community Development Block Grant (CDBG) 

• Emergency Shelter Grant (ESG) 

• HOME Investment Partnership Program 

• Housing Opportunities for Persons with AIDS Program (HOPWA) 

A grantee is a community, city, urban county, consortium, or state receiving CPD 



Problem Statement 
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grant funds. This also includes HOME participating jurisdictions as well as all 
Entitlement and Non-Entitlement grant recipients. 

The Consolidated Plan 

The Consolidated Plan serves as both the grantee’s planning document and its 
application for funding under any of HUD’s four major programs consisting of 
Community Development Block Grant (CDBG), the Emergency Shelter Grant 
(ESG), HOME Investment Partnership Program, and Housing Opportunities for 
Persons with AIDS (HOPWA). By replacing six planning and application 
submissions with a single document, the consolidated plan frees grantees from the 
overwhelming paperwork burdens that existed in meeting the requirements of the 
Comprehensive Housing Affordability Strategy (CHAS) and from the repetitive 
reporting of the same information that existed in the various application 
submissions. 

The benefits derived from the Consolidated Plan exceed simple paperwork and 
regulatory reductions, however. They include the opportunity to have greater and 
more meaningful citizen participation in the actual development and 
implementation of strategies that, from a citizen’s perspective, best meet the needs 
of their neighborhoods and the community -at-large. 

Federal, state, and local governments are now beginning to fully appreciate the 
importance of community inclusion that brings together citizens, businesses, 
community-based organizations and other nonprofits. The very essence of 
consolidated planning is its comprehensive approach that encourages a grantee to 
collaborate with all local parties interested in community development to help the 
grantee identify the community’s needs as well as strategies for meeting those 
needs. 

The Consolidated Plan is a six-part document consisting of: 

• Housing and Homeless Needs Assessment 

• Housing Market Analysis 

• Strategic Plan 

• Action Plan 

• Certifications 

• Monitoring 

Housing and Homeless Needs Assessment 

A Housing and Homeless needs Assessment describes the grantee’s five-year 
housing needs including an estimate of the number of families by income groups 
for both renters and owners that are in need of housing. The assessment also 
describes the nature and extent of homelessness within the grantee’s community. 
Reference Sections 91 .205, 91 .305, and 91 .405 of the January 5, 1995 
Consolidated Submission for Community Planning and Development Programs; 
Final Rule. 
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S 




Housing Market Analysis 

A Housing Market Analysis describes the grantee’s housing market, including an 
identification of racial/ethnic minorities and/or low-income family housing in 
concentrated areas. The analysis also asks for items such as the number and 
condition of public housing units, and an inventory of homeless and special needs 
facilities within the grantee’s jurisdiction. The analysis also must include the 
grantee’s explanation of whether the cost of housing or the incentives to develop or 
improve housing is affected by public policy or other barriers to affordable 
housing. Reference 91 .210, 91.310, and 91.410 of the January 5, 1995 Finaj Rule. 

strategic Plan 

A Strategic Plan is a composite of a grantee’s priorities and an estimate of its 
allocation of resources for meeting its priorities. The plan contains a series of 
elements that the grantees are required to address both in a narrative form and 
through a priority need table as prescribed by HUD. For example, the grantee 
must identify its priority housing and community development needs by ranking 
them as high, medium, low or no such need and provide the estimated units 
produced by the identified priority as well as the dollars needed to address that 
particular priority. 

The plan also calls for the grantee’s description of its strategies for removing 
barriers to affordable housing, for evaluating and reducing lead-based paint 
hazards, for reducing the number of poverty level families, and for enhancing 
coordination between public and assisted housing providers and private and 
governmental service agencies. Reference Sections 91.215, 91.315, and 91.415 of 
the January 5, 1995 Final Rule. 

Action Plan 

An Action Plan is an annual description of the grantee’s federal and other resources 
that are expected to be available to address its priority needs and how the federal 
funds will leverage other resources. The description will also include the activities 
that the grantee will undertake during the next year to address its priority needs. 

The plan also explains where the assistance will be directed by geographic area 
during the ensuing program year. Reference Sections 91.220, 91.320, and 91.420 
of the January 5, 1995 Final Rule. 

Certifications 

A grantee is required to submit certifications relating to fair housing, its 
antidisplacement and relocation plan, a drug-free workplace and other statutory 
and program requirements. Reference Sections 91 .225, 91.325, and 91.425 of the 
January 5, 1995 Final Rule. 

Monitoring 

Monitoring in the form of a narrative describes the standards and procedures that 
the grantee will use to monitor activities that it will carry out in advancing its plan. 
Reference Sections 91.230, 91.330, and 91.430 of the January 5, 1995 Final Rule. 
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Submission Dates 

Generally, the grantee should submit its Consolidated Plan to HUD at least 45 days 
before the start of the grantee’s program year, except in cases involving a newly 
eligible jurisdiction under the HOME program and where HUD grants an extension 
for good cause. However, under no circumstances will HUD accept a submission 
earlier than November 15 or later than August 16 of the Federal fiscal year for 
which the grant funds are appropriated. Failure to submit the plan by August 16 
will automatically result in the grantee’s loss of its CDBG funds. 

The grantee’s action plan and certifications must be submitted on an annual basis 
with the complete Consolidated Plan submission according to a period specified by 
the grantee, but in no case will that submission be less frequent than every five 
years. Reference Sections 91.15 of the January 5, 1995 Final Rule. 

Preparing Consolidated and Action Plans 

The Grantee Version of the software lets you identify yourself as a particular 
grantee, and then manage your information about HUD programs and projects. 

This is done with a series of forms, which make it easy to enter, review, and update 
the information needed for the Consolidated Plan or an Action Plan. You will also 
learn how to use existing CPS 1 .0 data and how to locate your projects. 

Submitting a Consolidated Plan or Action Plan 



Computerizing the information in the Consolidated Plan has been one of the major 
accomplishments of HUD’s planning process. The Consolidated Planning System 
is intended to support CPD’s consolidated reporting requirements for the programs 
and to simplify the grant management process for all participants. When correctly 
used, the system will: 

• Reduce the time necessary to produce reports 

• Provide more cost-efficient reporting 

• Increase the meaningfulness of the reported information 

• Facilitate required reporting to Congress on activities and accomplishments 

• Reduce duplication in reporting efforts 

Through the software, grantees can organize and present large amounts of complex 
planning information, using computerized forms that citizens can easily access and 
understand. For the first time, interested parties do not have to be professional 
urban planners to understand data affecting their neighborhoods. 

This computerized system has had considerable grantee input. It is also designed 
to be user-friendly, so that even the most inexperienced computer operator will be 
able to easily enter the needed information on the following forms. 



SF-424 Form 
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This form is required for each of the programs that is part of the grantee’s 
Consolidated Plan. The grantee must submit a separate form for each of the 
following HUD programs: 



• CDBG 

• ESG 

• HOME 

• HOPWA 



This form has five pages, with information pertaining to the grantee: 



• Applicant: grantee’s legal name, its address, contact name and telephone 

number, type of applicant, etc. 

• Submission: application type, submission type, various submission dates, etc. 

• Project: descriptive title of project, areas affected by project, etc. 

• Funding: cites federal, state, local, or other type of funding, congressional 
district of applicant, etc. 

• Authorization: name and title of authorized representative 



Proposed Projects Form 



This is a two-part form in which the grantee identifies for each of its proposed 
projects the related priority need(s) that it has established over its five-year 
Consolidated Plan. The grantee selects its identified need from a list of twelve 
priority need categories. The need categories are: Housing, Homeless/HIV/AIDS, 
Public Facilities, Infrastructure, Senior, Youth, Anti-Crime, Economic 
Development/Opportunity, Public Services, Planning/Administration, Non- 
Homeless, and Other. 



The second part of the screen shows the link between the priority need(s) identified 
in the first part of the screen and the grantee’s proposed project and its 
corresponding project activities. The screen also shows the project’s location and 
the grant funds requested as well as prior year and other funds available for the 
proposed project/activity project. Other project information includes 
accomplishments and the type of recipient. 



Priority Needs 




This form reflects the grantee's housing, community development and special (non- 
homeless) needs, over the five-year period of the grantee’s Consolidated Plan. The 
form allows the grantee to prioritize its needs as high, medium, or low and to 
estimate the number and type of families in need of housing assistance for 
extremely-low income, low income, moderate income, and middle income families, 
renters, and owners. The form also allows the grantee to categorize housing 
conditions and cost burdens of the families targeted for assistance. 
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NOTE: States are not required to do a priority needs table for community 
development, but many opt to do a narrative on their community development 
needs instead. 

Support of Applications by Other Entities 

This table measure the level of support grantees are willing to give to the other 
entities (e.g. monopolies) eligible to apply for funding under various HUD 
programs. This is done by the grantee responding to the question “Will you 
support applications by other entities?" The grantee answers this question by 
checking Yes or No next to a list of competitive programs, such as HOPE 1, Rental 
Vouchers/Certificates, Sec. 81 1 Handicapped. 

Gaps Analysis Form 

This form provides an analysis of the grantee’s unmet homeless housing needs, or 
“gap” by comparing the grantee’s current inventory of homeless facilities to the 
number of estimated housing units that the grantee determines as necessary to fully 
meet its local housing needs. The form categorizes three types of homeless 
housing (emergency shelters, transitional and permanent housing) and then the 
three types of housing according to the sub-categories within the homeless 
population. These sub-categories are chronic substance abusers; seriously mentally 
ill; dually-diagnosed; persons with HIV/AIDS; victims of domestic violence; 
persons with other disabilities; and the general homeless populations. The form 
allows the grantee to assign a relative priority of high, medium, or low to the 
general population and to each of the sub-categories that the grantee has designated 
as an “unmet housing need/gap.” 

Funding Sources Form 

To facilitate the public’s understanding of a grantee’s planning decisions, the form 
has been developed to reflect the grantee’s total funding resources and its total 
proposed projects/activities. Consequently, this form provides information on the 
grantee’s current fiscal year entitlement grants, which consists of funds from one or 
more of the following four CPD programs: Community Development Block Grant 
(CDBG), Emergency Shelter Grant (ESG), HOME Investment Partnership 
Program and the Housing Opportunities for Persons with AIDS Program 
(HOPWA). 

The form also requires the grantee to enter any reallocated funds that it received 
from one or more of the four CPD program grants. For the purposes of the CDBG 
program only, the form requires that the grantee report prior year program income 
and reprogrammed prior years’ funds. CDBG prior year program income is 
defined as income that has accrued to the grantee during the previous program 
which has not been programmed or included in the grantee’s prior reports on 
funding sources. CDBG reprogrammed prior year funds is defined as 
commitments made in whole or in part to a particular activity or activities, but then 
are recommitted, in whole or in part, to another activity or activities. 

On this form, the grantee reports the total of its estimated program income that it 
receives not only from the four CPD programs, but from its other funding sources 
as well (e.g. general tax revenues). Because other income and estimated program 
income funds may originate from different sources, the grantee is required to enter 
the description along with its and subrecipient amounts. The grantee must also 
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report the total allocations it received under the Section 108 Loan Guarantee fund 
and any other funds, such as local, state, and private, that may be available as 
funding resources for the grantee’s proposed projects during a particular program 
year. 

NOTE: Both the totals for funding resources and proposed projects should equal. 

State Method of Distribution 

This form applies to State grantees only and represents a State’s Action Plan, It 
reflects the State’s various program funds, such as CDBG HOME, and how these 
funds will be distributed (e.g. competitive or formula grants) to its subrecipients. 
Additionally, the form indicates the minimum and maximum amounts that the 
grantee cites for each method of distribution. 
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Printing Your Maps 

Introduction 

This software offers a variety of options and tools for producing printed 
documents with your maps. You can simply print your map as it appears on 
screen, or you can create and print a more complex layout — a page design 
incorporating different maps and dataviews, and enhanced with titles, labels, 
and graphics. 

The software also works with other tools that you already know how to use. If 
you use software for word processing, presentations, graphics or design, you 
can save your maps and dataviews in various graphics formats that can be used 
in those applications. 

What You Will Learn in Chapter 8 

In these exercises you’ll learn how to: 

• Print an on-screen map. 

You’ll learn how to quickly print any open map. 

• Print maps in a layout 

You’ll learn to use the layout tools to create a page design incorporating 
different maps, dataviews, and labels on the same page. 

Requirements for Chapter 8 

The exercises in this chapter assume that you’ve read Chapter I and performed 
the exercises in Chapter 2. It is also assumed that you have a printer connected 
to your computer (or network). 




In This Chapter 



Introduction 8-1 

Exercise 1: Printing Your Map as it Appears On-Screen 8-2 

Exercise 2: Printing Your Maps in a Layout 8-6 
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Exercise 1: 



Printing Your Map as it Appears On-Screen 



Introduction 

Any map or dataview can be easily printed as it appears on screen. This can be 
useful for quick, informal output. 

When you choose File - Print from the main menu (with no special options 
selected), a copy of the map in the active window will be printed. The software 
will automatically shrink or enlarge the map to the margins of your page. When 
you don’t need to create a more formal document — such as a report, proposal or 
presentation — printing your on-screen map is the fastest, most practical way to 
get a “hard copy” of your map. 



What You will Learn in Exercise 1 

In this exercise you’ll learn how to: 

• Print an on-screen map that automatically resizes to fit your page size 

• Choose the orientation of your printed page 
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Steps 

Printing Directly from a Map Window 

There are typically just three steps that youTl perform before printing a map as 
it appears on screen: opening the map, resizing the window if necessary, and 
using the pan and zoom tools to center your target area. 

In the first part of this exercise youTl print a map of a small neighborhood area, 
such as you might use to give driving directions. 



Opening the Map 

1. Open the Study Area map you created in Chapter 2 (if you don’t have this 
map, choose a street map, such as “Road Map,” from the map library). 



TIP 

To recenter or increase the 
scale of your map, refer to 
Steps 1 4 and 1 5 of 
Exercise 1, Chapter 2. 



FYI 

You may eventually need 
to open and print your map 
from a computer other 
than the one where the 
map was originally 
created. 

In that case, the second 
computer will need to hav 
the CD-ROM or have the 
same file structure as the 
software installed on it — 
unless you the software is 
installed on a file server 
(see page 357 of the 
Maptitude User’s Guide). 

This is because a map file 
does not contain the 
geographic data for a map, 
A map file includes only 
information specific to the 
map — for example, style 
information. 



Resizing the Map Window 

2. Unless your map already looks like the one below, you should resize your 
map on-screen by clicking-and-dragging the lower right comer of the 
window. Give your map window proportions roughly similar to a sheet of 
letter-sized paper on its side, at about the size shown below: 
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Exercise 1: Printing Your Map as it Appears On-Screen 



DEFINITIONS 

Portrait: page oriented 
vertically. 

Landscape: page oriented 
horizontally. 



Printing the Map 

3. Select File - Print from the main menu. The Print dialog box appears. 

Because your map is wider than it is tall, you’re going to change the 
orientation of the printed page in the Print dialog box. This will allow the 
map to make full use of the space on the page. 

Also in the print dialog box is a check-box option labeled “Use actual point 
sizes,” If this option is not checked, when the software resizes the map to 
fit the page, all of the map features, label text and so on, are also resized. 
But with this option checked, map features like street names will stay at the 
size set for the on-screen version of the map — no matter how much your 
map is enlarged (or shrunk) to fit the page. 



4. Change the page orientation to “Landscape” to make efficient use the 
paper and choose “Use actual point sizes.” 



Select your 
printer from the 
list 



Change to 
Landscape 
(wide) page 
orientation 

Check “Use 
actual point 
sizes” option 

Click Print 




Your printed map should resemble the illustration below: 




155 
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SCommunity 2020 Training Manual 



84 




Exercise 1: Printing Your Map as it Appears On-Screen 




Wrapping Up 

You’ve just learned a quick and easy method for printing any map you are 
viewing on screen. You’ve also learned how to change the page orientation to 
make the best use of the page size and how to choose whether or not map 
features are resized when the software resizes your map to fill the page. 



For simply printing out a hard copy of your map, the steps you’ve just learned 
are often all you’ll need to know. But for more formal documents, such as 
proposals, reports, and presentations, you should take advantage of the Layout 
tools. You’ll learn about them next, in Exercise 2. 




126 
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Exercise 2 



Print Your Maps in a Layout 



Introduction 



In the previous exercise you learned how to quickly print a single map on a 
page. But with the Layout feature, you can design a page containing one or 
more maps — and dataviews — at any size and position on the page. Your layout 
elements can also include titles, call-outs, and graphics created in other 
programs. You can save your layout as a reusable template, with your standard 
graphics, placeholder text boxes, and empty frames to hojd maps or dataviews. 



^Mv Community Layout 




What You Will Learn in Exercise 2 

In this exercise you’ll learn how to: 

• Create a layout and specify layout settings 

• Place frames, maps, dataviews, text and graphic elements in your layout 

• Use the layout tools to arrange elements in your layout 

• Choose options for automatically resizing the map and map features when 
you place them in your layout 



■127 
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Exercise 2: Printing Your Maps in a Layout 




Steps 



Layout Essentials 



There are just four basic steps to creating a layout: 

1. Open maps. 

Any map (or dataview) that you will want to add to your layout must be 
open in order to place it in a layout, 

2. Create a new layout and specify layout settings. 

When you select the New Layout command, you are automatically asked to 
choose various layout settings. These include the name for the layout, the 
number of pages, the paper size and orientation, and the type of printer 
youMl be using, 

3. Place layout items. 

You’ll place everything you need to communicate in your layout: the maps 
and dataviews (and the frames that hold them), text (such as labels) and 
graphic elements (such as lines). 

4. Arrange and adjust layout items. 

You’ll adjust the size, style, placement and alignment of the layout 
elements until the layout looks the way you want it to. 




Once you’ve completed these steps, your layout is ready to print. (Don’t forget 
to save your work as you go along.) You’ll work through all of these steps in 
the following pages to recreate the “Exhibit A” layout shown on the previous 
page. 



Opening a Map 

1. Open the Study Area Map that you created in Chapter 2 and used in the 
previous exercise. As in Exercise 1, click-and-drag the lower right comer 
of the map window to give it roughly the proportions shown below. 



O ^^udy Area Map 
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Exercise 2: Printing Your Maps in a Layout 



FYI 

You can open the Layout 
Settings dialog box to 
change your layout settings 
at any time. 



With the layout open, just 
click on the Layout 
Settings butto n on th e 
main toolbar: 



DEFINITIONS 

Portrait: page oriented 
vertically. 

Landscape: page oriented 
horizontally. 



2. Choose Window - New Layout from the main menu. 

3. The Layout Settings dialog box appears. Make the selections indicated 
below and click OK. 



Enter “My 

Community 

Layour 

Choose your 
printer type 



Choose 8 !4 X 11 
for paper size 



Choose Portrait 
orientation 



Layout 5eli;nns 



Fife Nai 









Canci tl [ 



3 PTjyifey St 



in Pajies (l Paflc* 



Enter 1 page wide and 
1 page tall 



Choose OK 



The My Community layout window appears. 





129 



V 



SCommunity 2020 Training Manual 



8-8 





Exercise 2: Printing Your Maps in a Layout 



You now have a blank layout. Now is a good time to save your new layout. 



Saving Your Layout File 



4. Select File - Save from the main menu. 



5. The File Save dialog box appears. Make the selections below and click OK. 



Choose your 
drive and work 
file directory 



Choose the 
Layout file type 



Name the file 
cmmunity.lay 



Click OK 






cmmunityJay 



Urt f ol lypy. 
^^^Layoul File 









cA 

^ my_dala 






1 1 I 



‘3" 



Notice that the main toolbar has changed: the map and dataview tools have 
been replaced by layout tools. You’ll learn how to use some of these 
throughout this exercise. 









FYI 

Rulers and grids show on 
screen, but not on your 
printed output. 



Now you’re ready to start placing elements in your layout. To help you 
place your layout elements accurately, the software lets you show rulers 
and grids on your layout window. 



6 . 



Click the Layout Options button 




on the main toolbar. 



7. The Layout Options dialog box appears. Select Show Rulers and click OK. 



Choose Show 
Rulers 



Click ’OK’ 



Layout Options 



-Options: 

P the Sndpc 6rid 



OihI Onits ■■ 
J Inches 

• ]lnch 






-2LJI 



3H 
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Exercise 2: Printing Your Maps in a Layout 



Placing a Title in Your Layout 

Since text is the easiest thing to add to your layout, the first layout element 
you’ll add will be a title. 



TROUBLESHOOTING TIP 
If your layout window 
looks different (e.g., the 
top of the page appears 
attached to the ruler), 
select Layout - Entire 
Layout to make the 
contents of the layout 
window appear as it does 
in the illustration to the 
right. 



8 . 



9. 



Click here... 

...drag to here, and 
release the mouse 
button 



Click the Text tool button 1^5^ on the main toolbox. Clicking and 
dragging on your layout with this tool defines a text area, such as the title 
you are creating. Text that you type will be scaled automatically based on 
the size of the text area rectangle. 



Beginning about one inch from the left edge of the page and one inch from 
the top, click-and-drag a rectangle about four inches long and a quarter 
inch high. Don’t worry about being precise here, because you will 
reposition the title later. 



My Community Layout 







10. When you release the mouse button, one of two things may happen: a 
blinking text insertion point will appear in the new text box, or the 
Freehand Text dialog box will appear (see illustration below). In the 
former case, type right on the layout, then click in the text box. Otherwise, 
type the title in the dialog box and click OK. 



Freehand Text 



EhteiFlext: Exhibit A: Community Resources 



Type the title 

“Exhibit A. Community Resources" 




OK I 



Cdtic^ 



Click OK 
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Exercise 2: Printing Your Maps in a Layout 




Your title appears on your layout, with “handles” for adjusting size and 
rotation. If the handles don’t appear and you want to use t hem t o resize the 



text, click once on the text with the select the Pointer tool 






Handles for 
resizing and 
rotating the text 




1 1 . Select the Pointer Tool from the main toolbox and double-click on 
the title text box. 




12, Another Freehand Text dialog box appears. This dialog box allows you to 
set the characteristics of your text, such as size, color, font, and you can 
even edit the text right in this dialog box. For now, just set the title’s font 
size to 24 points and click OK, 




Choose 24 
points 



Click OK 




13 ? 
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Exercise 2: Printing Your Maps in a Layout 



Placing a Map in Your Layout 

There are two ways to place a map in your layout: directly, or in a “frame.” 
The first method is more straightforward, while the second is more 
flexible — so in the next few steps you’ll learn both methods. 

To help you size and position your frames as you place them in your layout, 
you’ll use the layout grid option. This option places a grid of evenly-spaced 
dots as reference points for your placement 



13, Click the Layout Options button on the main menu, and in the 
Layout Options dialog box (see Step 7) and choose Display the Snap Grid, 
Make sure the “Ruler and Grid Units” are set to “Inches,” and “Mark 
every” is set to “Inch.” Then click OK. 

A grid of gray dots, spaced one inch apart, will appear on your layout. 



14. To place a map in a layout directly, select the Place in Layout tool bs on 
the main toolbar. Then, using the layout grid as a guide, click-and-drag a 
rectangle two inches by three inches — roughly the same proportions as the 
Study Area Map that you opened and resized at the beginning of this 



exercise. 



My Community Layout 




down 
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Exercise 2: Printing Your Maps in a Layout 



FYI 

The maps aiid dataviews 
placed in a layout are 
copies of the originals. 

Once you place a map in 
your layout, any changes 
you make to the original 
map file will not be 
reflected in the copy that 
appears in your layout. 

However, changes to the 
underlying data in a map 
are reflected in the copy 
placed in a layout. 

For example, this means 
that if you changed the 
color or size of the symbol 
representing a hospital, th 
change would not be 
reflected in your layout. 
But if you deleted that 
hospital from the 
geographic file, it would 
disappear in the layout. 



TROUBLESHOOTING TIP 



If you left the legend 
showing in the map 
window, it will appear in 
the layout area, too. 
Choose the Pointer tool 



I, click the legend in 
the layout once to select it, 
then press the Delete key. 



The Add to Layout dialog box appears. The dialog box shows a list of all of 
the open maps and dataviews that you can choose to add to your layout. 
Below the list are two options: ‘'Use actual point sizes,” and “Print at fixed 
scale.” 

It’s important to understand how these options change the way your maps 
are printed. So in the following steps you’ll place three different copies of 
the Study Area map in the same layout — one copy with neither option 
selected, and one copy with one of the two options selected — so you’ll be 
able to make a side-by-side comparison at the end of this exercise. 

15. Choose Map: Study Area Map and click OK. 



Choose Study 
Area Map 



Make sure these 
options are not 
checked 



Add to Layout 



Choote an Uem 
llEmpty Fra^ 



Map: Study Area Map 



■; n Fjtihl 'al sc^l 






Qgp'll 



Click OK 



A miniature version of the Study Area Map appears in your layout. 




Using Frames in Your Layout 

You have just seen the simplest way to add a map to your layout: clicking 
and dragging with the Place in Layout tool, and selecting a map from the 
list of open maps. The other method, placing your map or dataview in a 
“frame,” adds just one step — but gives you much more flexibility. 

The advantage of frames is clear: frames can be reused. For example, you 
can delete a map from a frame, and choose another map to fill it. You can 
create duplicates of one frame, and put different maps in each one — that 
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Exercise 2: Printing Your Maps in a Layout 



way, each map has exactly the same dimensions. And as you’ll see later, 
you can create a template of your layout using frames, so that a new report 
or presentation can be created by simply adding maps and other elements 
in a pre-designed set of frames. 

Adding a frame is simple: when you use the Place in Layout tool, just 
select “Empty Frame” in the Add to Layout dialog box, instead of a 
particular map. You can decide later what map to put in the frame. 

Next you’re going to use the frame feature to add three identically-sized 
maps to your layout. 



16. 



Select the Pointer tool 
the layout. 




and double-click the map you just placed on 



17. The Map in Layout dialog box appears. Click Replace. 



Click Replace 



Map in Layout 



Borders 

Border Style... | 



OK 



Cancel | 



Ecfit 1 



18. The Add to Layout dialog box appears. Select Empty Frame and click OK. 
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Exercise 2: Printing Your Maps in a Layout 




19. Click once on the frame to select it. Click twice on the Duplicate button 
on the main toolbar. Two new frames appear over the first frame. 







a- 




^Community 2020 Training Manual 



8-15 




Exercise 2: Printing Your Maps in a Layout 



20. Witli the pointer tool, drag the two new frames below the first frame and 
position them roughly as shown in the illustration below. Use the grid 
points to space the frames one inch apart. 




Add to Layout Options: Use actual point sizes and Print at fixed scale 

Next you’ll fill each frame with a slightly different version of the Study 
Area Map. Each of the three map$ will show a different printing effect of 
the check-box options in the Add to Layout dialog box. 

First you’ll place a map on your layout with neither option selected. 
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Exercise 2: Printing Your Maps in a Layout 




21 . 



Double-click on the first frame with the pointer tool. The Add to Layout 
dialog box appears. Make the selections below and click OK. 



Choose Study 
Area Map 



Make sure these 
options are not 
checked 



lAdd to Layout 




ml 


Choose an Item 






: x}E ^pty fiiiim iim Iiiiim 


•^i 


h-M li 



Dalaview: Neighboihood Resouices 



I Cancel 



jP Use actual point lizes 
P Print at fixed scale 



Click OK 



22. Double-click the second frame. When the Add to Layout dialog box 

appears, choose the Study Area Map, choose “Use actual point sizes,” and 
click OK. 



Choose Use actual 
point sizes 




I _ j 

P Prmt at fixed scale 



23. Double-click the third frame. When the Add to Layout dialog box appears, 
choose the Study Area Map, choose “Print at fixed scale,” and click OK. 



Choose Print at - 
fixed scale 














3 



3 



aCommunity 2020 Training Manual 



8-17 



Exercise 2: Printing Your Maps in a Layout 



Now all three frames should have the Study Area map in them, but each 
should look a little different from the others. Later in the exercise you’ll 
leam what these differences mean. 




Adding a Dataview to Your Map 

In Exercise 3 of Chapter 2, you used a dataview to add a table of data to the 
Study Area Map. Each row of the table represented a neighborhood 
resource. 

In the next few steps of this exercise, you’ll open that dataview, hide all of 
the columns except NAME, ADDRESS and TYPE, and place the table 
(with just those three columns) in your layout. 



Open the Dataview 

To open a dataview of a map layer in an open map, you simply choose the 
layer on the Working Layer menu, choose Window - New Dataview and 
click the New Dataview button on the toolbar. First, you’ll choose the 
Study Area Map, then the Neighborhood Resources layer 

24. If the Study Area Map window is visible on the screen, simply click on it. 
Otherwise, choose Window - Study Area Map on the main menu. 




•< f -i;' 
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Exercise 2: Printing Your Maps in a Layout 



25. Select Neighborhood Resources on the Working Layer menu on the main 
toolbar, then click the New Dataview button as shown below. 



File 


Edil;, Map Dalaview Layoul Window . 




Heip 






1 


i Neighbc 


irhood Resources 


: :=== 


|ii 





The Working Layer pull- 
down menu. Choose 
Neighborhood Resources 



The New Dataview button. 
Click to display a dataview 
of the Working Layer 



A dataview of the Neighborhood Resources appears. 



|:)]3Nni(|hhnrhnnrt Hr?:niirne!i 








B[slE3a 






1 Uldiwl* HAMC 


ADOfiESS 


OTY: 


SfATCZlP^: 




-7CC22aC2 


1 39303270 Oolton House 


1100 Bolton Stieet 


BaBiieoie 


MD 


2120iJ| 




/HK3IW12 


392S5354 Muipl^ Homes/EuKison JuKai725 Geosge SI. 


BaBiiaoie 


MD 


2120;;?: 




•7CG30502 


33291257 Lexington Tenacs^Poe Ho«ei221 N. Fiemonl Avo. 


BaBiieoie 


MD 


2120 ji 




76626098 


33296189 OicKard Mews 


56BOichad Sbeet 


BaBiieoie 


MD 


2i2o>; i 




-/HK7K4K?< 


3S303B50 Don Miki Hamas 


1741 Park Avanua 


BaBiiKia 


MD 


2i20,x;;;i 


mi 


-76029020 


33290900 Pennsflvama Avenue AME Ziil 1 20 Pennsflvensa Ave. 


BaBiieoie 


MD 


2120 : - i 


liliM 


7667494? 


33294946 Boone Hanoi 


1010*14 Pennsylvania Ave.Ba6iiMiie 


MD 


2120 ; ; i 


:ii47 


/6b24942 


39294946 Gieenwaow M«ioi 


900-320 Pannsytvaua AveiBalinoie 


MD 


2120 •;?: 


!' SB 


7GG247C9 


33294772 OicSetd Gasdens 


610 Pennsylvania Avenue 


0 aBiieoie 


MD 


2120 ;: i 




/667HKM 


39298762 Zion Towess 


1100 Pennsylvania Avenue BaBiiaore 


MD 


2120 ;:•;: 




•76616269 


33298200 Slidlofd ApailmenU 


716 Washington Place 


BaBiieoie 


MD 


2120/;?: 




7CC01050 


33293090 Lafayette Couits 


201 AisquAh St 


BaBiieoie 


MD 


21 20 




/KSHH/6H 


33309400 Zion Baptist 


1700 N. CaiofaiB Sheet 


BaBiieoie 


MD 


21 21 




-7GG40G03 


3930S74G 


1534 Appleton St. 


BaBiieoie 


MD 


21 21 


"3D 


76631001 


33298785 


1205 Afgyie Ave. 


BaBiieoie 


MD 


2i2l.-;;-?i 






33298857 


1215 Afgyie Ave. 


BaBiieoia 


MD 


212i::;;:::i 


32 


•7GG3I 144 


3329BB05 


1219 Afgyie Ave. 


BaBiieoie 


MD 


21 21 


ya 


76631166 


3329891 4 Af gyle House 


1 223 Afgyie Ave. 


BaBiieoie 


MD 


212V-;:":: 




•/6b413// 


33307532 Acie« U.M. Chiach 


615 Bakai Slieal 


BaBiieoie 


MD 


2121 ;:i 


W'Zt 


-76C42GG2 


39308943 Simmons Baptist 


601 Cwbedand Stieet 


BaBiieoie 


MD 


21 21 


:\\\y 




33306555 SI. Kathcme's Episcopal 


2001 Oivisian Stieet 


BaBiieoie 


MD 


21 21 ?•:?:• 






3930357Q City Tenpte Bapthl 


317 Dolphin Stieet 


BaBiieoie 


MD 





If you were to include this dataview in your layout, all of the columns of 
data you see above would appear. To display just the most important 
information in your layout, you’ll hide all but three of the columns. 

26. To select the columns to hide, hold down the shift key, and click in the 
column heading of each column except NAME, ADDRESS, and TYPE. 
(You may have to stretch the dataview window a bit to show the TYPE 
column.) 



Shift-click the 
column headings 
of these columns 



Column headings 




?4f) 
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Exercise 2: Printing Your Maps in a Layout 



27. 



Click the Hide 



Column button 




on the main menu. 



If necessary, resize the Neighborhood Resources dataview, and the 
individual columns, so that the dataview resembles the illustration below. 



FYI 

When your dataview is 
placed in your layout, the 
same columns will appear 
in the same order and 
width as they do in the 
open dataview. 

However, you can set the 
text size and other 
characteristics when you 
place the dataview in your 
layout. 



I mi Neighborhood Resources 






B name 


ADDRESS 


TYPE -d 


Bolton House 


1100 Bolton Street 


Multi-Fam. | 


Murphy Homes/Emerson Julian G725 George St. 


Pub. Hsg. 


Lexington Terrace/Poe Homes 


221 N. Fremont Ave. 


Pub. Hsg. 


Orchard Mews 


568 Orchard Street 


Multi-Fam. 


Don Miller Homes 


1 741 Park Avenue 


Multi-Fam. 


Pennsylvania Avenue AME Zion 1128 Pennsylvania Ave. 


Rel.. Site 


Boone Manor 


1010-14 Pennsylvania Ave. 


Multi-Fam. 


Greenwillow Manor 


900-920 Pennsylvania Avenue 


Multi-Fam. 


Orchard Gardens 


610 Pennsylvania Avenue 


Multi-Fam. 


Zion Towers 


1100 Pennsylvania Avenue 


Multi-Fam. 


Stafford Apartments 


716 Washington Place 


Multi-Fam. 


Lafayette Courts 


201 Aisquith St. 


Pub. Hsg. 


Zion Baptist 


1700 N. Caroline Street 


Rel.. Site 


:ilJ 








it-' 
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Placing the Dataview in the Layout 

Now your Neighborhood Resources dataview is ready to be placed in your 
layout. 



28. Select the Place in Layout tool 
rectangular region as shown below: 



on the main toolbar. Click-and-drag a 



Click here... 



...drag to here, and 
release the mouse 
button 




29. When you release the mouse button, the Add to Layout dialog box appears. 
Choose Dataview: Neighborhood Resources, then click OK. 
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Exercise 2: Printing Your Maps in a Layout 



The Font dialog box appears. This dialog box appears whenever you place 
a dataview in a layout, because a dataview is essentially just text. 

30. Make the font and font style selections indicated below, and click OK. 



FYI 

If your computer doesn't 
have the font Arial 
Narrow, substitute any 
similar font, such as 
Helvetica Narrow. 



Foni g3E3 




Now the dataview should appear as a table alongside the three maps in 
your layout: 



FYI 

If the three columns don’t 
fit the box in which you 
placed the dataview, you 
can resize the frame. 
Select the pointer tool 
from the main toolbox, 
click on the dataview, and 
‘‘resize handles” will 
appear on the comers and 
sides. 



If the dataview is still too 
large, click on i t onc e with 



ii 



to 



the Pointer tool 
select it, and press the 
Delete key. The dataview 
will disappear, then you 
can return to Step 28 and 
try a smaller font. 





acommunity 2020 Training Manual 



8-22 



Exercise 2: Printing Your Maps in a Layout 



To add this line... 



FYI 

The illustration at right is 
a zoomed view of the 
layout. Just as with CPS+ 
maps, you can use the 
Zoom In tool to select an 
area by clicking and 
dragging. 

The selected area will fill 
the layout window. (You 
can also select a zoom 
level from the menu in the 
main toolbar.) 

High zoom levels are 
useful for precisely 
positioning layout 
elements. 



Drawing Lines on Your Layout 

The Freehand Line tool on the main toolbar can be used to add call-out 
lines, arrows, borders, and other graphical elements. You’re going to use 
the line tool to simply add a horizontal line across the table, to separate the 
column headers from the data in the table. 



31. 



Select the Freehand Line tool 




from the main toolbar. 



The tool works very simply: just click once to begin a line, and double- 
click where you want the line to stop. 



32. On the table, click once on the left-hand border of the table, just below the 
column header ''NAME.” Move your mouse pointer horizontally to the 
right-hand table border, and double-click to end the line. 




Community Resources 



> Area 
























' It 






Table 1 : Resource addresses and types 



B NAME ^ 


I ADDRESS 


TYPE 


Bolton House 


1100 Bolton Street 


Mulli-Fam. 


Murphy Homes^mer 


725 George St 


Pub. Hsg. 1 


Lexington Terrace 


221 N. Fremont Ave 


Pub. Hsg. / 


Orchard Mews 


568 Orchard Street 


Multl-Fam. / 


Don Miller Homes 


1741 Pai1< Avenue 


MultkFam. / 






I 



...click once with 
the Line tool here... 



...and double-click here ■ 
to finish the line 



Adding Labels to Your Layout 

In the next few steps you’ll create a figure label for the first map 
illustration in your layout, then you’ll duplicate it three times to make 
labels for the other two maps and the table. Then you’ll edit the four labels 
and line them up with their respective map and dataview frames. 
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Exercise 2: Printing Your Maps in a Layout 



33. Select the Text tool LJLJ from the main toolbox. Click and drag a text box 
above the first map frame in the layout, as shown below. Type the label 
text, but don’t worry about the size — oversized text is easier to work with, 
and you can resize the text later when all the labels are on the layout. 



^ My Communily Layout 




34. Select the Pointer tool and click once on the new text box to select it (if it is 
not already displaying handles). Then click the Duplicate button three 
times to make copies of the label for the other two maps and the table. 




35. Reposition the labels by dragging each one with the Pointer tool into 
approximate position over the maps and table. 

36. Double-click each label to edit the text as follows: 

• For the second map label: Figure 2: “Use actual point sizes" selected 

• For the third map label: Figure 3: “Print at fixed scale" selected 

• For the table label: Table 1: Resource Name, Location and Type 





SCommunity 2020 Training Manual 



8-24 



Exercise 2: Printing Your Maps in a Layout 



TIP 

You can move multiple 
objects at once, as a group. 

Simply select them by 
clicking on each one while 
holding down the shift 
key. (Handles will appear 
on each item.) Then 
release the shift key and 
click-and-drag any one of 
the selected items. All of 
the selected items will 
move together. 

To deselect one of the 
selected items, hold down 
the shift key and click 
once again on the item. 



TIP 

Once you have placed 
several labels on your 
layout, you can set the type 
size more precisely for 
several labels at once. 

First, select the labels by 
shift-clicking on each one 
with the Pointer tool. 

Then release the shift key 
and double-click on any of 
the selected labels. 

The Freehand Text dialog 
box will appear, allowing 
you to choose the size (and 
other text attributes) for 
all of the selected text 
items. 



Aligning the Titles, Maps, and Tables 

The software has handy tools for aligning or distributing layout elements 
on your layout. Next youTl use one of those alignment tools to make the 
layout title, the three maps, and the map labels all align themselves along 
their left edges. 

37. Select the Pointer tool. Holding down the shift key to select multiple items, 
click on each of the maps, their labels (“Figure 1,” etc.), and the main title 
(“Exhibit A:...”). 

When all seven items are selected, they will display “handles” as shown 
below: 




38. Click the Align Left Edge tool 




on the main menu. 



All of the objects should be aligned with whichever object was already 
furthest left. 



39. Repeat this process by using the Pointer tool to select the table and its 
label, and then using the Align Left Edge tool to align them. 
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Exercise 2: Printing Your Maps in a Layout 



Saving and Printing Your Work 

Congratulations! You’ve completed a layout. In a moment we’ll take a look 
at the differences between the three versions of the Study Area Map in your 
layout. But first save all the work you’ve done and print out a copy. 

40. Select File - Save from the main menu. 

4 1 . Select File - Print from the main menu. Choose Portrait orientation, 
choose your printer’s maximum resolution, and click OK. 

Your printed layout should look like this: 



I^My Community Layout 




Understanding the Add to Layout Options 

Whenever you place a map in a layout, the Add to Layout dialog box lets 
you choose from three options: Use actual point sizes, Print at fixed scale, 
or neither option (for example, see page 25). 

The option you choose can have a big impact on how your maps appear in 
printed output. The following page explains and illustrates the differences 
between these options, using a zoomed-in view of the layout you created in 
this exercise. 




147 
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Exercise 2: Printing Your Maps in a Layout 




With neither option selected 



•The Qi^ is scaled down to fit 
the 2” X 3" frame. 



•The map features are scaled 
down In the same proportion. 



Figure 1: The Study Area 




With “Use actual point sizes" 
selected 



•The 01 ^ is scaled down to fit 
the 2” X 3” frame on the 
layout. 




The map features are n^ 
scaled down even though the 
map Is reduced— feature 

labels and symbols maintain 
the size set in the original 
map. 



Figure 2 : *Use actual point sizes** selected 




With “Print at fixed scale" 
selected 



•The map is n^ scaled down 
to fit the frame. Instead, the 
layout frame shows a 2 ” x 3” 
view cut from the center of 
the Study Area Map— at the 
same scale as the original. 



•Just as when “Use actual 
point sizes" is selected, the 
map features keep their 
original sizes. 



Figure 3: *T*rint at fixed scale** selected 





V Ai" 
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Exercise 2: Printing Your Maps in a Layout 



Wrapping Up 

In this exercise you learned the essentials of creating layouts: 

• You created a layout; placed frames, maps, and a dataview; and added text 
labels. 

• You learned to use a few of the essential layout tools such as Layout 
Options, Place in Layout tool, Text tool. Line tool, and one of the Align 
tools. 

• Finally, you learned how to control the scale of your map and its features 
by choosing the correct options in the Add to Layout dialog box. 

With the tools and techniques you’ve learned in this exercise, you’re equipped 
to prepare a variety of professional-looking layouts for reports, proposals and 
presentations. 

To make your own layouts as professional and compelling as they can be, we 
urge you to experiment with other layout tools for alignment and arranging, as 
well as tools for drawing circles, rectangles and polygons. 
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Appendix A: 



Regional Geographic Files t^:\*.cdf) 



File Name 


File Description 


CCBG 


Census block group areas 


CCCD105L 


105th Congressional District areas (low resolution) 


CCCNTYH 


County areas (high resolution) 


CCCNTYL 


County areas (low resolution) 


CCHIGHWY 


Major highway lines 


CCISHWY 


Interstate highway lines 


CCLNDMRK 


Landmark politics 


CCMSA 


Metropolitan Statistical Areas (MSAs) 


CCPLACE 


Census Designated Place areas 


CCPPL 


Populated place points 


CCSTATEH 


State and territory areas (high resolution) 


CCSTATEL 


State and territory areas (low resolution) 


CCSTREET 


Street lines from 1994 TIGER/Line files 


CCTRACT 


Census tract areas 


CCUSCITY 


State capital points and points for cities over 30,000 


CCUSRAIL 


Railroad lines 


CCWATBLK 


Coastal and inland water areas 


CCZIP5 


5-Digit ZIP Code areas 


CCZIP5PT 


5-Digit ZIP Code points 


EZEC 


Empowerment Zone and Enterprise Community areas 


HUDOFF 


HUD Regional Office points 


LOWMOD 


Low and Moderate Income Areas 


PH PROJ 


Public Housing Agency project points 



150 



PROJECTL 


HUD Project location points 


SMCTPROJ 


Small Cities Project points 


File Name . . . cont. 


File Description . . . cont. 


STATE 


Statewide allocations for Small Cities Project (areas) 


UNDERSRV 


CRA Underserved Areas 



APPENDIX B: 



SUMMARY EXERCISES ANSWER SHEET 



CHAPTER TWO: 



1. True 

2. Home Marker Window; My Neighborhood 

3. Pan Tool 

4. True 

5. Layers 

6. class discussion — 



CHAPTER THREE: 

1. True 

2. Project Info Tool; HUD Programs 

3. Select by Pointing; Select by Shape; Select by Circle 

4. False, you can also access information on the Public Housing Authority 



CHAPTER FOUR: 

1. True 

2. An unique identifier; Geographic Location such as an address, or latitude or longitude 

3. In the dataview the asterisk represents an address that could not be geocoded. In the, map 
the asterisks mark addresses that are geocoded. 

4. Color Theme Map Wizard 



CHAPTER FIVE: 

1. True 

2. True 

3. True 

4. Project layer 



CHAPTER SIX: 

1. True 

2. False, standard geographic files can be edited 

3. — class discussion 

4. True 

5. Contents 
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